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More on Insurance 


To the Editor 


In the March 1952 edition of 
AMERICAN BUSINESS there is an article 
concerning Fire Legal Liability writ- 
ten by Tower Belt of the firm of 
Belt and Ricker, Insurance Counsel- 
lors. Specifically, we would like to 
have the case citations for the cases 
discussed, particularly the first one 
mentioned in the article. We would 
further appreciate any other research 
developments concerning this topic 

Joun S. Brrrtan, Nolen Allen & 
Co., Inc., Los Angeles, Calif 


Mr. Brittan: The author, Mr. Belt 
is sending you a personal letter giv- 
ing the case citations mentioned in 
his March article. We haven't made 
it a practice to go into greater detail 
in these insurance articles because 
we felt the average reader wouldn't 
be interested. However, if a signifi- 
cant number of readers indicate a 
desire for such information, we'll be 
happy to include it in future articles 


Executive Shortage 


To the Editor 


The first of your series of articles 
entitled “The Executive Manpower 
Shortage” was so competently done 
and of such personal interest to me 
that I dare to ask for a special favor 

Would it be possible for me to have 
in advance of publication, providing 
the text is completed and available 
the article that you plan to publish 
entitled “What It Costs to Train 
Top-Drawer Executives”? The othe 
articles to follow are of equal inter 
est to me, but the cost factor is one 
that I have not seen treated well 
any of the extensive research that I 
have conducted 

My interest in the question stems 
from my assignment to lecture at 
the Graduate School of Banking on 
Management Appraisal and Develop 
ment, as well as two speaking en- 
gagements that I am soon to make 
at State bankers conventions on the 
same question..-WILLIAM L. BUTCHER 
erecutie ice president, The County 


White *lains, N 


Mr. Butcuet 
Train Top-Draw 
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Diebold, Incorporated, Canton 2, Ohio 
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Address 
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You're looking at the central cost and material se 
tion of DeLaval Steam Turbine Company of Trenton, 
N. J. Why this section came into being has a moral for 
every manufacturer, large or small. Originally 
DeLaval maintained separate cost and material records 
It goes without saying that such a system on overt 
70,000 parts was not the answer. DeLaval’s Methods 
Department reviewed the operation, combined both 
records into one, recommended that Cardineer, the 
plus benefits” rotary file, be used for these new 
records. DeLaval immediately experienced new speed 
accuracy and improved clerk efliciency in fact 
DeLaval has become a most enthusiastic Cardineer 
booster. Regardless of your record inventory, sales 
or personnel Cardineer can bring you astounding 
results. Use the coupon today for the profitable details 
Diebold, Incorporated, 2003 Mulberry Road, Canton 2 


Ohio Dept { } 
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HAGE of bins 


Find a Better Way; there is al- 
ways room for improvement in any 
business operation. GMC Truck & 
Coach—a division of General Mo- 
tors—once had a 33 per cent break- 
age in the packaging of large coach 
windshields. Then studies and 
tests brought up a ribbed corru- 
gated board container. No break- 
age has occurred since this new 
package was adopted in 1950 
Many business losses which we 
have come to consider in the cate- 
gory of “necessary evils" might be 
greatly minimized or eliminated 
entirely by adopting the “find a 
better way” philosophy. 


Many Authorities believe that 
business will enjoy a slow but 
steady uptrend for the remainder 
of the year. We never go in for 
forecasts here, but we do believe 
that the sharpening of tools in 
sales departments and the tighten- 
ing of sales discipline will bring 
about an encouraging increase in 
the sale of merchandise consumers 
might postpone purchasing, unless 
given the full, constructive sales 
treatment which has been so con- 
spicuous by its absence for many 
years, 


Suburban Sales seem to be in- 
creasing in many lines of business, 
as suburban towns are rapidly ex- 
panded. For example, Melville Shoe 
Corporation reports that “New 
Thom McAn stores are being 
opened with the emphasis on sub- 
urban locations.”’ Some of the new 
suburban stores, such as the Pres- 
ton Center of Niemann- 
Marcus of Dallas, are, to coin a 
wholly “original” phrase, “out of 
this world.” This particular store 
is about the most exciting selling 
machine we have ever visited, but 
there are other modern suburban 


store 
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stores on Long Island and in the 
western suburbs of St. Louis that 
crowd it closely. While this devel 


opment is surging ahead, some 


salesmen are still content to con 
fine their efforts to the older 
downtown stores. Get your sales 
men out into the suburbs if you 
want them to pick up some new 
business. Even though the buying 
is done at the downtown offices 
have your salesmen become a 
quainted with suburban store 
personnel. 


The Goodyear Tire & Rubber Co 


Inc., is currently celebrating the 


thirty-fifth anniversary of its 
farming operations near Litchfield 
Park, Ariz. Many a large business 
might profitably study this fasci 
nating operation. Begun in 1917 t 
insure a greater supply of badly 
needed long staple cotton for tire 
fabrics, the farming operation has 
grown into a tremendous commu! 
ity asset of state-wide proportions 
Though it started as a horse-and 
mule-power farm, it was mecha 
nized as rapidly as the necessary 
equipment was developed. It has 
been a trail blazer in mechanized 
farming. One successful crop led to 
another until cotton, alfalfa, bar 
ley, wheat and sorghum grains 
citrus fruits, and cattle raising are 
included in the scheme of things 
at the big farms. In 1937, P. W 
Litchfield, then Goodyear’s presi 
dent, began the Apprentice Farmer 
Plan, where young men are trained 
to farm in the modern manner 
Later a program enabling appren 
tices to eventually own the land 
they farm was begun. All of the 
35 plots originally allotted are 
under advanced stages of develop 
ment. Four of the original trainees 
have completed paying for their 
land, although the plan allows 15 
years for complete ownership. This 


nderful development shows 
what industry can do in providing 
leadership for the less progressive 


areas f our economy 


American Institute of Accountants 
has done a great job in finally 
all 48 states to adopt a 
uniform examination for certified 
public accountants. From 1896 
when New York first passed its 
legislation giving recognition to 
CPA's, until 1917, each state pre 
pared its own tests. In that year 
the American Institute offered a 
standard examination to _ state 
boards of accountancy. Only three 
states participated. With Pennsy] 
vania's adoption of the uniform ex 
amination, the same test is now 
given in all our 
District of Columbia. Seems that a 
few other professional examina 
tions might be made standard 
throughout the nation 


getting 


States and the 


Clarence Randall, president of 
Inland Steel Company 
near to calling a spade a spade as 
any businessman we can remember 
when he answered the President's 
speech on the steel wage issue. His 
talk, originally presented via TV 
Radio, has been reprinted and rep 
resents, in our estimation, the most 
intelligent indictment of the Presi 
dent's policy yet uttered. Congratu 
lations, Mr. Randall, for your cour 
age, your temperate yet vigorous 
speech, and your pin-pointing of 
the President's failure to present 


came as 


the true facts about steel ‘wages 
and the steel strike. A few more 
such fearless 
would straighten out many things 
in Washington 


business leaders 


Lloyd C. Halvarson, economist for 
the National Grange, an organiza- 
tion of farmers aid in a recent 








How to keep production on the right track 


Weekly 
full steam when 
present has all the facts before him 


production conferences move 


ahead every man 


You can have the facts— exact figures 


to replace guesses and hunches if you 
put Keysort production control to work 
Work Load 
Summary, the Keysort 
cards tell you at a glance what machine 
much 


Compiled in a weekly 


notations on 


centers are falling behind, how 


work os already scheduled for each ma 
chine, which centers are delivering up 


to schedule, where production ts over 


loaded or undersold, and other perti- 


nent data 


With a McBee Work Load Summary, 
derivea from Keysort cards, you get 
concise facts like these every week 


Q@ There are 9.6 weeks’ production 
ahead of the plant. In general, things 
look good 

O But Work 
Center 290 has work 
Investigate sub-contracting or 


1 third shift 


bottleneck 
15.2 weeks of 


here's a 


ahead 


possibility of 


@ Work Center 250 has only 4.3 weeks 
of work ahead. Better have Personnel 
transfer some of the skilled men to over- 
loaded departments 
© Overall efficiency is low. Be sure to 
check Work Center 230 on next week's 
report 
@ Performance is improving, though. 
Jackson rates a compliment 

With facts like those, you know 
where you stand. You're never caught 
unawares. You can schedule production 
with informed decision 

The McBee representative near you 
can quickly explain the Keysort method 
and the Work Load Summary. Ask him 
to drop in. Or mail the coupon below 


THE McBEE COMPANY 
295 Madison Avenue, New York 17, New York 


Please send me details on 


McBee’s production control methods 
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The McBee Cx y. Ltd Be 
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talk 
f 
farmers received 
their investment 
the manufacturing industry 
total farm income would hav 
$35,000,000,000- $35 billi 
is. Mr. Halvarson, do 
favor— tell us where we can mz 
a modest investment in 1 
turing industries and be assured 
of a 13 per cent return on ou! 
investment. We have been looking 
for such an opportunity for many 
years. Please share your know! 
edge with us 


Petty Tyrannies of the tax-eating 
bureaucrats constantly remind us 
that it is time to “throw the ras 
cals out.”’ All over the country we 
see signs on public property, and 
even in “Reserved for 
Colonel Wafflebottom,” or, “Re 
served for Captain Chairborne.”’ 
In Chicago, around the old Ameri- 
ca Fore Building, there is a whole 
block marked with 
served for Internal Revenue Offi- 
cers.”’ All over the country we see 
signs on public squares, ‘Reserved 
for Sheriff."" Why should anybody 
reserve a parking space for a 
sheriff? Or a colonel, or a general 
or a captain? We thought these 
birds were public servants. Why 
can't they hunt for, or pay for, 
parking space just as we taxpayers 
do? One of these days these petty 
tyrants are all going to be thrown 
out; then they will have to go to 
work for a living, and hunt for 
parking space, just like ordinary 
mortals. Maybe that day will come 
in November 1952. We are reserv- 
ing a nice big vote against the 
whole shebang now in office. 


streets 


signs “Re- 


Straws Show the way the wind 
blows. We fully understand that 
petty tyrannies such as grabbing 
parking spaces are not important 
jut it is important to show the 
trend in government, which is to 
magnify the powers of every little 
official, in municipal, county, state 
and Federal employ. The arrogance 
of these small-time tyrants in- 
creases every year the present 
Administration is in power. Thit's 
why it seems to be high time to 
turn them out and start over 
again 


James Lorie, who works with the 
Board of Governors of the Federal 
teserve System, revealed a pitiful 
ignorance of marketing the other 
day when he popped off informally 
that though sales promotion may 
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motion of ice c1 
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containing sugar! 

of many products 
phane, photographic ma 
use of portable typewrl 
homes, the almost universal 
Kleenex and similar p1 

all been stimulated by 
promotion and advertisi 

a huge company reports 

its present volume today is p! 
ucts which were still in the labor 
tory or pilot-plant 
cently as 10 years ago, we see 
how silly Mr. Lorie’s ill-a 
Statement was 


Stage as 


Lorie's Statement, and 

others equally faulty in their 
soning, convinces us that the 

a large group of Government en 
ployees who sincerely, but mis 
takenly, believe that everything 
business does is wrong They 
would have all the business of the 
country operated as the Post Office 
Department is operated, headed by 
a political appointee and manned 
by civil service employees. Day 
after day statements that they be 
lieve Government operation to be 
desired over private enterprise, o1 
statements expressing pronounced 
distrust in the free enterprise sys 
tem as it is operated in this u 
try, crop up in remarks 
ernment men. Their whole 


scares us, 


Typical of This attitude 
cent statement made 
writer, by a Governn 

that, “Americans ha\ 

long at automatic 

they have ceased t 

rapidly becoming a race of 
We asked him if he would ha\ 
return to the backbreakir 

of ditch digging with pi 
shovel, to mining witt 
henefit of electri power 
similar machines? We 

if he would have us re 

days of hand-set type 
other machines operate 
gantuan human muscle 


changed the subjec 


Junior Achievement | 
amazing figures 


which indicated that the 


some 


sales ¢ 

to Survive a 
the thirties ! it 
realize how little the 
men know about real 
salesmanship and service 
rs. The sellers’ market, we 
for the purpose of this 
ran in 1940. That was 12 
A salesman who is 30 


to cus 


today was but 18 years 

old when the sellers’ market began 
He had little opportunity to ob 
ve aggressive salesmanship, or 
know anything about it. He has 
obably been selling since 1946 
r 1947--5 or 6 years’ experience 
and all that in lush times. In 1933 
when selling was truly tough, he 
was a lad of 11 years. How can 
we expect him to understand what 
we mean when we say he should 
sell aggressively? He just doesn't 
know what we are talking about 
He thinks he is a corking good 
salesman. actually, he just doesn't 
know much about it. It is up t 
the old-timers to teach him real 


salesmanship 


Executive Development is becon 
: technique in 


in an established 
some of the most 
ompanies, They have worked out 
well-tried plans for giving the ex 
with good potentialities 
r experience he needs 


progressive 


usefulness as al 
-cutive. Tor 
scheduled 


corporate managers of to 


nen who are 


have traveled too narrow 
their business experi 
not wholly their 
mpanies have kept adver 
in advertising, credit 
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Memo to Management: 


Snatch Off the Blinders 


The cantankerous old editor is all worked up about inflation 





—not monetary inflation, but inflation of the managerial 
ego. He asks you to join in a pin-sticking crusade to puncture 
some of the worst and most pompous business windbags 
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|* 1949, Irene D. Paden pub- 
lished a magnificent book, 
Prairie Schooner Detours. I have 
literally worn my copy to shreds 
marking, turning down leaves 
and going over it time after time 
So I decided to buy a new copy 
Tried in Kansas City. There was 
none in stock. Tried three places 
in St. Louis; no luck. 

“Wait till you get to New York. 
Good old Scribners will have it,” 
I told myself. So, on a Saturday 
morning in March—the 8th, to be 
exact—-I barged into Scribner's 
with all my 212 pounds. When I 
asked for a copy of Prairie 
Schooner Detours, a matronly sort 
of lady assured me that she had 
never heard of it, but would look 
it up. She did. It was not in stock. 

By this time I was deep in a pile 
of books. From the Harvey book 
department in the Union Station 
at St. Louis I had purchased a 
copy of I’m from Missouri, a fas- 
cinating book with pictures and 
text about the “show me” state 
I enjoyed it so much, I asked if 
Hastings House had _ published 
similar books on other states. 

The matronly lady assured me 
that the book on Missouri was the 
only one extant. No other states 
had been written up. She turned 
and walked away. Just as she 
turned her back, a copy of a 
Hastings House book on Florida, 
the companion to the Missouri 
book, popped into view. It practi- 
cally reached out and pinched my 
arm. But I did not buy it. 

“IT will go across the street to 
Brentano's and get my revenge on 
good old Scribner's for not want- 
ing my hard-earned money for the 
Florida book.” In Brentano’s I en- 
countered an elderly gentleman 
with a long, sour face. When I 
asked about Prairie Schooner De- 
tours, he shook his head. “No, we 
don't have it.’ I walked over to 
the proper section, and there sat 
Prairie Schooner Detours, smiling 
at me, with the pretty authoress’ 
picture on the jacket. Incidentally, 
Mrs. Paden looks like Frances 
Yeend, the opera and concert 
singer. 

By this time I was tired. I 
picked up the book, took it to the 
wrapping counter, and asked the 
sourpuss in charge to please take 
my $4.00, wrap the book, and let 
me out of that morgue. “That'll 
be $4.15 ple-u-zz.” Well, I forked 
over the extra 15 cents for Mayor 
Impelliteri, or somebody else, and 
got myself out of Brentano's. I 
had intended buying the Florida 
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ference is killing millions of sales 


healthy again 


spend money 





YOU ARE NOT INTERESTED 
IN RETAIL SELLING! 


No, possibly you are not a retailer. Very few 
scribers are retailers. But perhaps 
consumer via the retail store. And if it does, it's meeting indifference 
downright carelessness, and incredible neglect at the retail level 


Here's a carefully documented report which shows how retail indif 
It shows why so much excellent merchandise meets such baffling sales 


resistance in stores. It proves, we think, that there must be a complete 
reversal of attitude by retail management before sales are really 


Next month the same author shows the other side of the picture—how 
skillful, progressive retailers are making it both easy and pleasant to 


American Business’ sub 
your merchandise reaches the 








By Eugene Whitmore 


book, too. But I'll pick it up some 
other day at the livelier Double- 
day stores, which are all over New 
York. 

All over the country, and |! 
really do get around, people shoo 
me out of stores with the com 
ment, “We ain't got it, brudder 
In a stationery store in Atlanta 
NOT the marvelous Ivan Allen 
Marshall, but another almost as 
famous—-a clerk assured me she 
had never heard of Corrasable 
Bond. Well, it is a fairly well- 
known and widely advertised prod- 
uct of a famous paper company 
What are these salespeople doing 
in their spare time? Isn't it rea- 
sonable to expect them to know 
the standard brands in their lines? 
And what are the managers doing 
instead of teaching these people a 
little about the facts of customer 
service and courtesy? 

Please listen to this. Southwest 
Photo Supplies is a swell little 
wholesaler. You send them a mail 
order, and back comes the mate 
rial, shipped the same day. If its 
shipments are late, you can almost 
be sure the post office or the ex 
press company delayed it. But let's 
see what this perfectly grand little 
outfit does when it gets the order 

Somebody writes a_ shipping 
label. Then they make out a bill 
or invoice. Then-—-here'’s the pay 
off. Somebody picks up a_ pencil 
and a pad of school tablet paper 
and scribbles a packing list. They 


insert this into a large, expensive 
envelope which carriers this copy: 
‘Do Not Destroy. This envelope 
contains small parts and your 
packing list.’ 

Label, invoice, packing list, and 
some sort of ledger posting, I pre 
sume—four or maybe five writ- 
ings, when one would do the entire 
job, if the proper equipment were 
available 

Despite this company's courtesy 
and its fine service, I wonder why 
its management pays people to 
write something four or five times, 
when the job could be done on a 
one-shot basis with the aid of a 
bit of one-time carbon and proper- 
ly designed forms 

Milton Bradley Co. is another 
good outfit. I bought one of their 
trimmers last December. In ad- 
justing the blade, I broke a screw. 
The screw seemed to be made of 
very soft material, but I am aware 
that steel isn’t always what it 
used to be, so I did not blame 
them. i told the dealer about it. 
He assured me that another screw 
would be dispatched with the 
speed of lightning. He ordered said 
screw whilst I watched 

Weeks later—-some time in Feb- 

letter came from the 
You must give us the size, 
and description of 
this trimmer the letter said. I 
gave him the size and description, 
but there was no model number 


ruary a 
dealer 


model number 


Lo 


Continued on page 4 





A big decision faces many promising executives today who wonder if their next move in a company’s rotation plan is 


worth the price of moving and upsetting family ties. But companies deem such a program vital in developing qualified men 


The Rotation Method of 
Developing Leaders 





Nearly every company practices job rotation in one degree 


or another. But to get the most out of it, there must be a well- 
plannec, long-range program. for job switching. Here are 
methods six companies use in preparing men for bigger 
jobs, and the famous S.0.B. Committee of Jack & Heintz 





AMERICAN BUSINESS 





ERHAPS the simplest method 

of giving an executive, or a 
potential executive, broader experi- 
ence is to shift him around from 
job to job. Certainly it is one of 
the oldest methods 

Simple as it seems, the rotation 
method of job training can be 
expensive, a harassment to the 
trainee, and a general headache to 
all concerned. It is especially diffi- 
cult and troublesome when a man 
is “rotated” to a job halfway 
across the continent. 

Here is a typical case. Man with 
a wife and three children. Owns 
his home. Is well-rooted in a sub- 
urban community of St. Louis. He 
is a sales supervisor, turning in a 
consistently good record. But his 
experience has been confined to the 
St. Louis territory, to one group 
of products, and with the same 
group of salesmen. He is potential 
top sales executive material. 

Top men in the sales department 
work out a 5-year plan for him—2 
years in San Francisco, to obtain 
experience on different, and heavier 
engineering products; 3 years in 
Chicago; then a promotion to a 
staff position in the home office. 
The offer is laid before him 
scarcely an offer—-more or less an 
ultimatum. 

Here is the young executive's 
problem. Sell his home, without 
sustaining a loss. Break up house- 
keeping; move furniture; yank the 
children out of school during a 
school term, resulting in loss of 
time, and possible serious inter- 
ference with children’s education. 
Find a home in, or near, San Fran- 
cisco. Give up lifelong associa- 
tions, memberships, friends, and 
other established facets of a well- 
balanced home life. 

Yet this seems to be the only 
alternative to getting stuck in a 
deep rut, with slim chances for 
advancement. Should he make the 
move and start the upward climb 
to a really big job? Or should he 
stick in St. Louis, begin looking 
around for another connection, and 
hope to win advancement by 
changing employers? 

Of course, the company offers to 
defray moving expenses. But com- 
panies do not always -understand 
that carpets, curtains, rugs, and a 
hundred other items may not fit 
into the new home. Nor will the 
company expense check pay for 
the broken ties, the upset educa- 
cational schedule, the lost friends, 
the canceled memberships. 

Yet the opportunity to broaden 
to have new experiences, to pull 
down a larger salary check, to get 
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promotion all 
factors weigh 


in direct line for 
these and other 
heavily on the side of taking th 
plunge. And in 2 
repeated 

In other companies, rot 
works better. Consolidated Ex 
Company of New York is big by 
any standard of measure. But its 
activities cover a small area ir 
and immediately adjacent to, New 
York. This company practices r 
tation, yet it seldom has to ask a 
man to change his residence 

Once a man lands in a big home 
office, a big branch, or works for 
a company such as a public utility 
where the territory served is com 
pact, the rotation method of pre 
paring a man for greater responsi 
bility is relatively easy to apply 

The first step in beginning a pla 
of job rotation is to ascertain wh: 
is to be rotated and for what rea 
sons. Here are some of them 

1. To provide a potential execu 
tive with wider experience 


years it mu 





Third in Series 


This is the third in a series of 
articles on the timely subject of 
shortages in the executive field 
Last month's story dealt with 
Monsanto's executive develop 
ment program, and the article 
next month will cover con 
ference training as a means of 
building management skill 

A total of six stories has 
been scheduled for the series 
which will offer actual ex 
amples, suggestions, and vari 
ous ideas for eliminating the 
executive shortage in business 











2. To utilize some special skill 
training, or experience possessed 
by the potential executive 

3. To fill an urgent 
higher in the organizational chart 

4. As part of an over-all plan for 
executive development 

5. To prévide a nucleus of 
trained executives who are ready 
to step into 


vacancy 


higher jobs wher 
emergencies occu! 

It must be recognized 
very high percentage of all 
tating is done haphazardly, and 
only because of some emergency 
Much of it is undertaken simply 


because it seems expedient at the 


time. But there is a better way. It 
is planned job rotation 

For example, here is a case 
Young executive in personnel de 
partment. A careful analysis shows 
that he has broad experience and a 
good record in several phases of 
personnel work. But he has never 
had day-to-day contact and negoti 
ation with a lively 
militant union. He will need that 
experience before he can be of 
greater use to his employer 

The solution here seems fairly 
simple. Transfer him to a plant 
having a good labor-relations man 
in charge. Make him his assistant 
Let him handle the day-to-day 
grievances misunderstand 
ings, time study 
quarrels, and demands of the 
union. Let him sit in on major 
negotiations, and on deadlocked 
cases being handled by his immedi 
ate superior. About 3 years of this 
should fit him for a top personnel 
job in one of the company’s big 
gest plants. If his immediate ex 
ecutive superior is good at coach 
ing, the 3 years may be cut to 2 

Take the case of a young man 
coming up in a credit department 
He needs experience in both the 
southern and western areas. Rotate 
him to the Atlanta or New Orleans 
branch, then to Los Angeles ot 
Seattle. He will return to the Chi 
cago office with much broader ex 
perience and a wider knowledge of 
company credit problems 

Commenting upon rotation 
talph Cordiner, General Electri 
Co. president, says, “As a remedy 
for the executive dearth, regular 
rotation of specialists on jobs with 
different requirements must be a 
part of the program.” It seems a 
fact well-recognized by many ex 
ecutives who have studied this 
problem that the highly trained 
specialist is barred from promotion 
unless he is rotated to other jobs 
to broaden his viewpoint and his 
experience. 

Yet some specialists will com 
plain to high heaven that thei: 
highly specialized training is be 
ing thrown to the four winds if 
they are transferred to a job, even 
obviously bigger, not requiring 
their specialized training 

Bigelow-Sanford Carpet Co 
Inc., has a vigorous executive de 


aggressive 


minor 


cases, scraps 


velopment program that uses the 
pollination” to de 
scribe job rotation, This seems to 


term ‘cross 


be an excellent description of this 
phase of executive development 
For example Eugene Holman 
president of Standard Oil Co. of 


Continued on page 45 
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By Paul Eastman 


© keep its office methods as uy 
T to date as its new 
The Yale & Towne Mfg. Co. in 
Philadelphia has planned a pr 
which includes 


building 


ram 


1. Gradual replacement of wood 
en desks with new metal ones 

2 Budge office needs te 
eliminate the numerous requests 
for large monetary allowances that 


often poured i one time 
3. Standardizatior f files 
1. Microfilming records t 


valuable space 


5. Increased use 
equipment 


The new buildir 


the largest materials handling 
the total plant 


plant in the world 
vers 90 acres 


site of which ec 
Manufacturing facilities and offices 
are on one floor 

When the company 
the new building several months 
ago, it brought with it some of the 
old equipment used in its former 
The general plan was to 
equipment, but 
replace 
ment had been set up. A recent 
survey of the requests for new 
office furniture that flooded the 
purchasing department showed a 
t of $19,000, but with the 


st I 


‘ 


moved in 


offices 
replace this used 
no definite schedule for 








new budget system, this figure was equipment is to more fact that it houses a total of 2,813 
trimmed, to $7,500. A separate ap- and more use. The first of this plant and office workers. It takes 
propriation has been set aside to year, payroll operations were put three switchboard operators to 
provide -funds for buying new on punched cards, and productior handle the calls, and the company 
equipment at a definite rate, elimi- control is now being fitted into the sends an average of 200 telegrams 
nating the need for large outlays schedule. In the planning stage is and teletyped messages and re- 
of money at any one time. inventory control, likely to be the eives another 225 every working 
The company files also came in next operation included in the me day. More than 200 pounds of mail 
for their share of standardization chanical tabulating program. Many are received daily, and distributed 
It was found that 5-drawer filing accounting procedures, of course in eight delivery trips to the office 
cabinets were only 4 inches higher were already being handled by and in four trips to the plant. Each 
than the 4-drawer cabinets then in machine plant trip takes 1 hour and 15 
use, yet each unit would provide The tabulating department minutes, although this time is ex 
an additional drawer. So the new under such a work load now that pected to be reduced by the use of 
models are replacing the old 4 a schedule board is used to kee} powered equipment 
drawer cabinets. The new filing track of reports. The board i More than three-quarters of a 
equipment is manufactured by similar to a machine-loading chart million dollars is spent annually 
Remington Rand, as are the new in a plant—-only this one indicates n product research and develop 
metal desks. the loading for tabulating ma ment, and the company maintains 
Many of Yale & Towne’s records chines, with pegs to show whether a modern school for sales and serv 
are being filmed to reduce the the various jobs are going accord ice personnel. A medical depart 
space used in the modern new ing to schedule ment is open to employees 
building for storing old papers The size of the building can be Offices are air conditioned, and 
The company’s  punched-card more easily visualized from the eilings are soundproofed 





Engineering department (opposite page at top) 
is typical of general offices. Illumination is 
even, so that shadows do not fall on close work 


Schedule board (at left) enables the tabulating 
department to keep accurate check on jobs 


Pictures on this page show mobile canteen 
(top), which provides hot meals throughout the 
plant, reception room with its spacious glass 
front, and Yale & Towne ‘‘three-wheeler’’ used 
to carry guests over the miles of plant space 
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If the annlicant still wants the ther technical subiects. f wie \ 


Parke, Davis & Company 
Hires One Out of Twelve Salesmen 





Parke Davis has staff requirements for applicants who want 


to become field representatives. A man must have certain 


technical qualifications, plus the ability to sell. This is the 


story of the company’s plan for hiring and training men 





By Dwight G. Baird 


UITABLE young men are in 
S vited by Parke, Davis & Co. to 
join its ever-expanding organiza 
tion as fleld representatives 

And yet, on the average, only 
about 1 out of 12 applicants for 
such positions is employed 

That is one of three major 
reasons why field representatives 
of this 85-year-old pharmaceutical 
firm rank among the most success- 
ful in the industry. The other two 
reasons are thorough training and 
close supervision 

There are three principal rea- 
sons, too, why Parke Davis finds 
recruiting an adequate number 
of satisfactory representatives to 
carry out its ambitious expansion 
plans by no means easy: First, the 
technical qualifications required 
second, the dearth of such pros 
pects; and third, the type of men 
sought 

Parke, Davis & Co. is generally 
conceded to be the largest pharma 
ceutical manufacturer in the world 
And it is rapidly getting larger 
as sales continue to register sub 
stantial increases year after year 
In 1951, the increase was a whop 
ping 30.7 per cent over 1950, the 
best previous year in the com- 
pany's long history. The firm oper- 
ates 26 branches in the United 
States and Canada, and employs 
over 700 field representatives to 
present its 1,000 different products 
to 176,000 physicians, 52,600 retail 
drug stores, 6,500 registered hos 
pitals, and 255 wholesale drug 
gists in the two countries. These 
figures are approximate. They 
plan to add 100 to 150 representa 
tives in the next year or two to 
take care of further expansion 


14 


Such representatives must be 
qualified to call on physicians and 
hospital personnel, and to talk in- 
telligently with them. They must 
also be qualified to call on drug- 
gists and discuss merchandising 
and promotional activities with 
them. 

The most likely sources of such 
prospects are pharmacy and pre- 
medical schools. Parke Davis 
branch executives keep in touch 


Graydon L. Walker heads more than 
700 company field representatives 


with the deans of such schools, and 
call at the schools near graduation 
time to talk personally with stu- 
dents who care to consider such 
an opportunity as the firm has to 
offer. Pharmacy graduates or stu- 
dents who have completed pre- 


medical study are favored, pro- 
vided they appear to have sales 
ability. Others who have had some 
experience as pharmacists are also 
desirable, but the pharmaceutical 
manufacturers refrain from hiring 
them away from druggists. Men 
who have been successful in selling 
other lines often decide, for one 
reason or another, that they would 
like to try the drug line, but few 
of them have the necessary techni- 
cal qualifications and thus serve to 
boost the high percentage of re- 
jected applicants 

Those applicants having the 
requisite qualifications and who 
consider filing applications are told 
quite frankly of the character of 
the work and of the strenuous 
course of training they will have 
to undergo. 

The branches hire their own 
representatives. Applicants are in- 
terviewed by the branch manager 
and other interested executives. 
The informal interviews are some- 
what on the order of a friendly 
discussion of conditions and cir- 
cumstances, with the emphasis 
upon why the applicant wants to 
become a Parke Davis representa- 
tive and his apparent desire to 
stick and succeed. 

The application form includes a 
physical record, general informa- 
tion (birth, marital status, posses- 
sions, residence), education, busi- 
ness experience, military status, 
automobile record, character refer- 
ences, and “why you desire a con- 
nection with Parke, Davis & Co., 
and why you believe you would 
make a successful sales representa- 
tive.” Character references are re- 
quired from a businessman and a 
minister. 

If the application and interview 
appear promising, the prospective 
salesman is given an aptitude test 
that takes about 3 hours to com- 
plete. This is sent to aptitude 
counselors for analysis and com- 
ment. This includes a chart which 
gives a complete “picture of the 
man.” When the test is returned 
the branch manager goes over it 
with the applicant, pointing out his 
apparent strength and weakness 
and suggesting ways and means of 
improving himself. This is the be- 
ginning of a program for self- 
improvement. 
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If the applicant still wants the 
job and the branch manager thinks 
he is satisfactory, he is then hired 
If not, he himself may decide he 
would be happier in some other 
work, or he and the branch man- 
ager may reach that conclusion 
after a friendly discussion of his 
qualifications 

After this, a new man spends 
weeks at the branch, familiarizing 
himself with the catalog, branch 
procedures and practices, and pre- 
paring to enter the field. He is then 
assigned to a field manager who 
works with him for 10 days or so 
and keeps in close touch with him 
thereafter. There is a field man- 
ager to every 12 to 15 representa 
tives, making supervision and co- 
operation very close at all times 

Meanwhile, the new man's appli 
cation, test paper, and references 
are forwarded to the home office 
at Detroit, together with the 
branch manager's comments 
There Graydon L. Walker, director 
of sales, reviews the material and 
writes a letter welcoming the rep- 
resentative to the organization. 

The psychological and aptitude 
test paper is given to the new 
representative, with the suggestion 
that he send it to Marke Cundiff, 
manager of sales training, together 
with any questions which he may 
wish to ask. Mr. Cundiff then 
studies the test and sends the rep- 
resentative a complete analysis of 
it, pointing out ways and means 
of improving himself and strength- 
ening his weak points. One way 
often suggested by Mr. Cundiff is 
to read books on human relations 
and success in selling. He usually 
recommends a certain book and 
suggests that the new man write 
him what he thinks of it. Then 
he recommends another. Repre- 
sentatives are advised to read one 
such book about every 4 months. It 
helps to discuss the books with a 
friendly correspondent. 

After about 6 months of field 
training, representatives who have 
proved their ability and determina- 
tion to succeed are brought to 
Detroit for a 2-week posting course 
under the direction of Frank H. 
Nelden, manager of the medical 
sales education department. Classes 
meet from 8 a.m. to 4:30 p.m., with 
time out for lunch, then the men 
get together for informal discus- 
sions and practice presentations in 
the evening. 

With the assistance of the re- 
search, control, and production de- 
partment heads, most of the first 
week is devoted to chemistry, 
pharmacology, endocrinology, and 
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other technical subjects 
by tours through the Par 
laboratories 

Then medical sales 
begins, and the group 
special training on how to 
favorable relations with 
how to present the products 
related subjects 

A talk on “The Three R's 


example, covers respect, reliance 


and responsiveness. Big volume 
; 


products and groups of produ 
are discussed in detail, with 
entation and discussion of 
Davis’ advertising and pron 
program. Other lectures follow 
such subjects as building the 
presentation, the professional sem 
ice-physican relationship, the vit 
min market, fundamentals 
public speaking, personality fact 
in selling, how to get others t 
work for you, and the various mar 
kets. F. H. Thistlethwaite, man 
ager of the hospital and biological 
sales department; N. H. Meyer 
manager of market researcl 
C. Johnson, United States and 
Canadian sales manager; and other 
department heads _ participate 
Charts, props, and exhibits of 
many kinds are employed to visu 
alize the points emphasized. Stu 
dents take part in review periods 
by making presentations and dis 
cussing those made by others 
Sound-slidefilms are used ex 
tensively, too. Several on humar 
relations and 
rented or bought. One is based on 
Frank Bettger’s book, How I] 
Raised Myself from 
Success in Selling (this book 
recommended reading, also) 


Failure t 


salesmanship are 


is entitled 
ry Stick; Show ‘em and 


Sell ‘en and emphasizes sales 


Making 


lemonstrations 
Another film deals with meeting 
d vercoming common obje 
and still another is entitled 

That Dotted Line 

s are discussed both before 
after showing with the 
phasis on what the students 
ise of the subject matter and 
rather 
service 


how to adapt it to their 
low-pressure methods of 
selling 
Students live at a hotel during 
course, where one or more 
ooms are engaged for them 
as conference rooms in the 
evenings. A tape recorder is pro 
ided for them to use as they see 
They usually record their prac 
ice presentations and discussions 
While 
students are strictly unsupet 


’ 1} 


then play them back 


a ese SeSSIONS there is 
to be little or 1 nonsense or 
rseplay at them. They discuss 
they learned during the day 
practice presentations of various 
products, and listen to and criticize 
their own voices as reproduced by 
the recorder. Parke Davis’ sales 
education men consider this plan 
better than having two students 
live tegether and practice on each 
other, as some companies do 
The course concludes with an 
examination and dinner. Examina 
tion papers are graded and for 
warded to the branch managers, 
who in turn give them to the field 
managers for their guidance in 
coaching the cub salesmen on their 


Continued on page 48 


Various sales conferences are held from time to time at Parke Davis, and the 


company is currently testing a new week's training course for small groups 
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A. After mailroom delivers the 
orders, they are stamped with 


any special instructions needed 


B. Product cards for requested 
items are pulled after customer 


header-set cards are selected 


C. Card ‘‘decks'’ for 25 to 30 
orders are sent to tabulating 
department on this dumbwaiter 


D. Printed invoices and cards 
are returned to a_ calculator 


operator who checks quantities 


How J&J Cu 





Even with an increased vol- 
ume of business, Johnson & 
Johnson has reduced clerical 
errors to a fraction of what 
they used to be. Reduction 
was accomplished with a 
planned program designed 
to: Spotlight errors, show 
why they were made, and 


then eliminate the causes 





By Marilyn French 


WO policies have helped John- 

son & Johnson's Chicago plant 
invoicing department reduce cleri- 
cal errors from 2 per cent to 1/100 
of 1 per cent. Mr. L. R. Chase, 
customer service man, credits the 
error control to a change from a 
manual to an IBM punched-card 
invoicing system and a definite 
program for eliminating errors as 
far as possible. 

Although J&J's accuracy rec 
ord was good, the company felt it 
could be improved. Several years 
ago, after the company had spent 
$750,000 to modernize its shipping 
department, order handling had to 
be revised to keep pace with the 
new facilities. After much study, 
J&J decided upon an IBM 
punched-card system. Previously 
tabulating equipment had _ been 
used exclusively for its Chicago 
payroll. At about the same time, 
the invoicing department began its 
program to reduce errors. 

The program has proved so ef- 
fective that in February 73 mem- 
bers of the Office Management As- 
sociation of Chicago toured the 
J&J Chicago plant to see the 
operation for themselves. 

Results of the program bear out 
Mr. Chase’s belief that testing 
prospective workers for accuracy 
is important even when help is 
hard to get. “We would rather 
slow up our work than to take 
just anyone. It is better not to get 
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lerical Errors 


work out at all than to have ex- 
cessive errors.” Otherwise, he 
feels, customers may lose faith in 
a company. Following this policy, 
Johnson & Johnson has gained 
greater customer satisfaction and 
a definite increase in clerical ac- 
curacy. Where formerly 60 to 70 
errors were reported each month 
when J&J was shipping 100,000 
cases, today errors average 20 to 
25 monthly, in spite of increased 
shipping volume of 250,000 cases 
per month. 

First step in reducing errors was 
to record them by type, name of 
person committing the error, and 
date. Since J & J had always main- 
tained a 100 per cent check (one 
section checked every word typed 
on the invoice with the customer's 
order), supervision at first felt the 
error report might be a waste of 
time. However, the record was 
kept accurately and in detail. The 
report convinced both supervision 
and employees of three points: 
More errors were made than they 
had realized, something had to be 
done about mistakes, and the re- 
port might serve as a control, so 
that changes could be made and 
their worth measured against past 
performance. 

Using the approach that the 
easiest way to get results was for 
everyone to cooperate, supervisors 
conferred with workers who had 
made errors. They learned several 
things. Many jobs had not been 
broken down too well, as far as 
duties were concerned. Responsi- 
bilities of each job had not been 
clearly defined. Proper training 
had not been given to all clerks. 
Many routines needed changing. 

Originally jobs had been set up 
with speed and cost the only con- 
siderations. J & J discovered that 
monotonous jobs cause the mind to 
wander, creating fertile ground 
for errors. Clerks, it seemed, dis- 
liked making complicated decisions 
in a hurry. If they had to make 
too many decisions, errors resulted. 
So J&J decided to equalize the 
work load by combining respon- 
sible tasks with routine jobs, and 
eliminating the need for making 
decisions when handling more 
complicated work. Total errors 
dropped. 

Errors nosedived again when 
J&J eliminated the 100 per cent 
check. Before that, employees re- 


Continued on page 50) 
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E. Fill-in typist lists customer 
order number and special in 
structions on printed order form 


F. Pre-invoice checker compares 
invoice with order, and sends 
copies to shipping department 


G. Dragline is used to fill orders 
which list desired items in same 


rotation as stock is arranged 


H. Finally, clerk checks the 
printed invoice against the origi 
nal, distributes carbon copies 
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NSPECTORS for Retail Credit 
| Company write a million reports 
a month. Each report or inspec- 
tion, as the company calls them, 
means contact with logical sources 
that know the subject, such as 
banks, employers, neighbors, and 
sometimes an interview with the 
subject himself 

Some reports require multiple 
calls and an almost endless amount 
of checking. It is obvious that when 
you start out to visit a number of 
people, some are going to be out 
of town, away from home, gone 
to a ball game, or fishing. So each 
month, inspectors for Retail Credit 
make considerably more than 2 
million calls 

But the inspection visits are just 
one part of the work. A_ report 
must be promptly 
mailed to the source of the inquiry 
It must be billed, and the billing 
must include evidence that the 
proper calls were made to insure 
accuracy of the inspection report 

This second section of the story 
on Retail Credit will attempt t 
budgeting 


arried or 


written and 


reveal the operating 
and reporting activities 
by the company 
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Second in a Series 
On Retail Credit Company by John Garth 


Suppose we start in some branch 
office. In comes the morning mail, 
containing a number of requests 
for reports. Perhaps several are 
for reports on life insurance ap- 
plicants, several on applicants for 
automobile insurance, employment 
reports, or progress reports on 
chain-store employees 

The request for a report is as- 
signed to a trained inspector, al- 
ready familiar with the community 
where the report must be made 
First step is to see if a report is 
on file, as the subject may already 
have been investigated. Even 
though a report has been issued 
before, personal calls will be made 
to bring the existing report up to 
date 

The inspector takes out his daily 
batch of requests for reports. For 
each type of report there is a spe- 
cial form, which includes all the 
necessary questions to be asked. 
If the day’s task includes some 
type of report with which the in- 
spector is not familiar, he may 
consult one of the several service 
manuals on file in his office for 
full instructions as to the proper 
procedure 


The report forms are printed on 
specially built rotary presses in the 
company’s own highly specialized 
printing plant in Atlanta. There 
are some 180 different report 
forms or question-and-answe! 
blanks printed in English, 28 in 
French, and 31 in Spanish. Each 
type of investigation requires its 
own special report form. In addi- 
tion to these, there are many hun- 
dreds of forms printed which are 
used in the preparation of the re- 
ports or in some step in the 
conduct of the business. 

The underlying principle of cen- 
tralized staff control is to relieve 
the field organization of all details 
possible, giving them more time to 
concentrate on their primary job of 
inspection and reporting. 

Long experience and continual 
research tell the company just how 
much production can be reasonably 
expected of every man. Every field 
office has a production quota for 
each man, and there are constant 
checks to see that the production 
requirements are met. These pro- 
duction quotas and task figures 
have been so carefully compiled 
that each office is given a special 
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This second in a series of three articles on Retail Credit 


Company explains some of numerous reporting activities 


that go on, and a typical branch office operation is used 


for illustration. Company writes a million reports a month 





allowance for new men, because 
new men cannot be expected to 
produce at the rate of experienced 
men. 

The bulk of all reporting is done 
by trained full-time men. Cur- 
rently about 85 per cent of all 
reports, representing 90 per cent 
of all the revenue of the company 
are made by these full-time men. 

Reports are mailed direct to the 
customer requesting them. Copies 
of the inquiry tickets are sent to 
Atlanta for invoicing. At given 
intervals, copies of reports are 
analyzed and compared with estab- 
lished standards to determine the 
type of work being produced by 
each office. No branch or field 
office knows just when its reports 
will be analyzed. The reports are 
critically analyzed for accuracy, 
neatness, typing, spelling, and all 
other factors. The percentage of 
cases which will develop unfavor- 
able information is calculated al- 
most exactly, and if a batch of 
reports being analyzed varies ap- 
preciably from these known aver- 
age percentages, it is a signal for 
an immediate investigation. For 
example, it was found on analysis 
of personnel selection reports that 
23.6 per cent revealed critical facts 
probably not revealed on other 
papers in the case. 

Retail Credit people are quick 
to point out that they do not ap- 
prove, decline, or rate a risk. The 
inspectors do not set themselves 
up as judges; they simply find out 
the facts and put them down much 
as a reporter would. It is on these 
facts that the underwriters, credit 
men, personnel directors, or claim 
men base their decisions. The per- 
centage of unfavorable or prntec- 
tive information is revealing. Ap- 
proximately 10.4 per cent of all 
reports show facts that indicate 
undesirability for employment. Ap- 
proximately 5 per cent of the 
people investigated were found to 
have unfavorable habits, 4.4 per 
cent had criminal records, 3.1 per 
cent had a financial status war- 
ranting refusal of employment, 
and 9 per cent had misrepresented 
the facts. 
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Many different factors serve 
check the accuracy of reports. If 
a life insurance man sells a big 
policy to a‘ good prospect, he is 
not going to accept an unfavorable 
decision unless it is warranted 
That is one check. The company’s 
own experience is another check 
The life insurance company will 
eventually learn through its owr 
experience with the insured 
whether or not the report was cot 
rect. Deep-rooted in Retail Credit 
Company's business philosophy and 
know-how is the principle that the 
inspector does not manufacture a 
man’s record, he merely reports on 
it. But because, inevitably, the in 
formation must be gathered from 
individuals by individuals, there is 
a great possibility of error or in 
accuracy. In this recognition of the 
possibilities of error and the re 
sulting precautionary measures lies 
the greatest assurance of accuracy 
Deviations from essential facts are 
thus detected, because there are so 
many ways to check them and be- 
cause the company’s own experi 
ence is so varied and complete 
that any deviations from the nor 
mal are quickly noticed and then 
investigated. 

It is evident that the highly per 
sonal nature of all the work could 
easily lead to a falling off in pro 
duction, or a failure to show a 
profit, were the various jobs not 
under rigid control and supervi 
sion. Keystone of the company’s 
profit structure is its budgetary 
control, On October 15 of each 
year the controller's department 
under the direction of L. S. Brooke 
secretary and treasurer, starts 
work on a detailed budget for the 
following year which must be 
completed and approved by De 
cember 15. For each of the 154 
branches, a cost report, made up 
at the home office, must be ready 
for mailing to the branches on the 
fifth working day after the end 
of the month. Each working day 
the home office compiles a report 
on revenue and production by ir 
vestigators, a copy of which is sent 
to each branch manager. Wit! 
this daily record of produ 


manager can check his progress 
against the budget, and at the end 
of each month check the budget 
against actual figures 

The branch office financial chart 
is a form for recapitulating the 
monthly revenue, estimated and 
actual, and comparing it with the 
number of salaried and fee 
showing every item of 
expense: Rent, supplies, travel 
fees, and other cost items. When 
this chart is completed each month 
the local manager knows his exact 
financial status, and can compare 
it with standard cost. Whenever 
there is a variation, each branch 
manager must comment or explain 
More than that, he 
knows his operating costs per dol- 
lar of revenue 

On the sixth working day afte 
the close of the month another re 
port goes to top management 
showing accumulative revenue 
cost, and profit, compared with 
budget estimates and results of the 
previous year 

On the back of the branch office 
financial chart is a detailed record 
of service results, which gives a 
complete picture of the time re 
quired for completing reports 
month by month, the number of 
correspondent cases which exceed 
the deadline, the number of re- 
opened cases, a report on com- 
plaints, and much other manage 
ment information which tells at a 
glance just how each branch office 
is performing 

Because of the low prices that 
are charged for inspection reports 
it would be easy for any given 
office to come out at the end of the 
month minus all profit. The margin 
of profit is small, and unless each 
inspector produces his fair share 
of reports, profits are jeopardized 
Yet it is not advisable to attempt 
any hurry-up procedures which 
would endanger the accuracy or 
thoroughness of the reports 

A speed-up would definitely in- 
jure the quality of the work; yet 
the necessity for quantity produc 
tion to carry the overhead, pay 
salaries and expenses, and leave 
some profit, is obvious. To bring 
home these twin responsibilities 
accuracy and high productivity 
the company started, back in 1917 


spectors 


the reasons 


to pay a bonus to inspectors. A 
year later a management bonus 
was begun. Both are in effect 
today 

Another 
supervision and control is based 


phase of the work of 


upon a set of standards which are 


ised to govern the _ inspector's 


( nrinued n page i 


19 




















Inflation has played havoc with the value of insurance judgments, making the 


equivalent of $75,000 awarded 17 years ago approach almost $200,000 today 


What Is an Adequate 
Tujury pbward? 


In a recent judgment, an employee was 
awarded $150,000. Several years ago the 
same accident might have brought $100,000 


By Tower Belt 


ECENTLY, an employee in a 

foundry was using an emery 
wheel on rough gray iron castings 
The wheel disintegrated, and parts 
of it pierced the leg of the em 
ployee. The employee was given 
medical and hospital care through 
his employer’s Workmen's Com 
pensation insurance, as well as 
part of his lost wages 

It seemed to the employee that 
there was some defect in the 
wheel, and so the manufacturer 
was sued. The final result was a 
judgment of $150,000 against the 
manufacturer. Such a claim would 
be within the Products Bodily Ir 
jury cover as reviewed in the Janu 
ary issue of AMERICAN BUSINESS 

In the middle thirties, injuries 
of more significance would have 
resulted in a judgment of only 
$100,000. And 40 years ago, the 
loss of both arms and one leg 
would have involved a judgment of 
but $70,000. 

The significance of these and 
other cases to follow, to the pru 
dent businessman, is the effect of 
inflation on bodily injury claims 
settlements, and awards. It should 
be kept in mind that changes, in 
addition to inflation, are appar 
ently in the making 

In one of our Southern States 
an individual with a life expect- 
ancy of more than 16 years and 
earning capacity of about $2,500 
per year was killed due to the 
negligence of a third party. His 
widow and two children received 
a judgment amounting to $85,000 
This case should be a warning to 
those who believe that large judg 
ments are only rendered in and 
around metropolitan centers. 

In one of our Eastern States, 
a husband and wife were injured 
The wife lost both legs just below 
the knee. A judgment of $50,000 
was awarded to the wife and 
$35,000 to the husband. 

In one of our Western States 
some 17 years ago, a 61-year-old 
man suffered severe injuries which 
made his legs practically useless 
He had been earning more than 
$15,000 per year, and was ren 
dered a judgment in excess of 
$75,000. Translated into today's 
prices, this judgment would aj 
proach the $200,000 mark 

In the Middle West, an accident 
causing the loss of both legs re- 
sulted in a judgment of $75,000 
about 30 years ago. 

In 1946, an individual with a life 
expectancy of 25 years and earning 
$280 per month lost both legs be 
low the knee. The judgment was 
$75.000 
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In two cases in other Middle 
Western States, one verdict of 
$70,000 was in favor of a 5-year- 
old child who had sustained griev- 
ous burns to the head, body, and 
extremities; in another, where the 
child was severely burned, the 
judgment was some $65,000 

In another Southern case, a 50- 
year-old man was rendered a judg- 
ment of more than $60,000 as a re- 
sult of the loss of one leg below 
the knee, a broken shoulder, and 
other general injuries. 

A truck driver sustained a back 
injury which resulted in complete 
paralysis from the waist down in 
1941. He was awarded a judgment 
of more than $60,000; converted 
into today’s inflationary terms, this 
judgment would have undoubtedly 
exceeded $100,000. 

Some 8 years ago, a 40-year-old 
auto mechanic was awarded a 
judgment for $60,000 due to the 
loss of one arm and other bodily 
impairments. 

In another case, a 15-year-old 
girl who had suffered the loss of 
both legs received a judgment of 
$109,000. 

It should be kept in mind that 
insurance company claim man- 
agers and attorneys estimate the 
value of a claim based on the in- 
juries sustained and, of course, on 
other factors such as the amount 
of medical expense incurred or 
anticipated. This valuation is made 
in the light of economic conditions 
at the moment, plus the knowledge 
of individuals on the trend of jury 


verdicts and court judgments. 
Many cases involving large 
amounts of money are settled 


either entirely out of court or at 
least after some preliminary court 
action. 

Following are several examples 
of such cases: 

A man earning slightly more 
than $300 per month, age 55, lost 
both legs. The case was settled 
for more than $150,000. 

The loss of one leg and one arm 
resulted in a settlement slightly in 
excess of $160,000. 

A similar case in which the 
claimant lost both legs, in an 
Eastern State, involved a settle- 
ment of $150,000. 

In a Southeastern State, a heavy 
piece of building material did seri- 
ous injury to the head of the 
claimant and the case was settled 
for $135,000. 

A man earning about $5,000 a 
year settled for $145,000 for the 
loss of a leg and an arm and some 
additional injuries; he was in his 
late forties 
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A young man in his ’ 
twenties, who had lost one leg and 
the use of the other leg and one 
arm, agreed to a settlement of 
$140,000 before trial 

A $3,000-a-year man who lost 
both legs, settled for some $130,000 
without trial 

A housewife in her early 
lost one leg below the knee and 
sustained a hand injury; t 
was settled for more tha 
$130,000 

A man slightly past forty, earr 


rlv thir 
ari nirt 


he clain 





Tower Belt is a partner in the firm 
of Belt and Ricker, insurance coun 
selors in Chicago. He has a lego! 
and engineering background, but has 
been associated with insurance work 
since he was in high school in 1918 
His firm sells no insurance, but pro 
vides insurance counseling services 





ing $3,000 a year, who lost both 
legs, settled for $120,000 

A bachelor in his middle forties 
who earned $25 a week, accepted 
$75,000 following fracture of hip 
and other injuries 

In a Southwestern State, a 45 
year-old man earning $500 a 
month settled for more thar 
$100,000 as a result of a fractured 
skull and burns over the body 

A 60-year-old man lost both legs 
and one arm, and settled before the 
trial for more than $100,000 

The loss of the use of one leg 
the loss of sense of smell, and head 
injuries resulted in a settlement of 
$100,000 before trial 

In about 20 of our states, there 








is a statutory limit on the amount 
recoverable due to wrongful death 
These limits generally range from 
$5,000 to $20,000. In the other 
there is no limit 
Some 8 years ago, death from ex 
plosion in one of our Western 
States resulted in a judgment of 
$100,000 

The frequency of bodily injury 
years, in the 


states, however 


claims in recent 
higher money 


sulted in increases in rate for the 


brackets, has re 


upper insurance limits. These rate 
increases have not become effe« 
tive in all states 

The following tables are typical 
examples of the cost of various 
limits of Bodily Injury Liability 
insurance. Figures to the left of 
the diagonal line in the first table 
give the limit, in thousands of dol 
lars, for bodily injury or death to 
one person; the figures to the right 
give the limit for two or more 
persons in any one accident 

For a medium-sized mercantile 
operation, the General Liability is 
as follows 


Limit Premium 
5, 10,000 $16.64 
10. 20,000 19.97 
20 40,000 22.13 
50, 100,000 24.13 
100, 300,000 25.63 
300, 300,000 26.62 


For a passenger automobile in a 
Midwest city of more than 500,000 


population, the following would 
apply: 
Limit Premium 
510.000 $31.00 
10, 20,000 37.20 
20/40,000 41.23 
50, 100,000 14.95 


100 300,000 47.74 

300 300.000 19.60 
In the same state, the compara 
tive rates for a passenger automo 


bile in a city of some 30,000 
follows 
Limit Premium 
5 10.000 $25.00 
10, 20,000 30.00 
20 40,000 33.25 
50,100,000 36.25 
100/300,000 8.50 
300. 300,000 10.00 


Even with the increased rate, a 
prudent businessman would not be 
penurious when it comes to select 
ing the limits of liability. A limit 
of $200,000 to $300,000 per persor 
is the present-day minimum 

The question of the limit for one 
accident will be considered in sub 


sequent articles 
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Distributors for Hussco Shoe 
Are Not Competitors 





William Manowitz, member of the Young Presidents Organ- 
ization and head of Hussco Shoe Company, does not permit 
his distributors to compete with one another in the same ter- 


ritory. Here is how he has set up his distributing program 





BOUT & year ago, William 
A Manowitz bought out a small 
manufacturer of work shoes at 
Honesdale, Pa., and switched over 
to producing moccasins. Today his 
Hussco Shoe Company is said to 
be the largest producer of moc 
casins in the world, as well as the 
largest advertiser of moccasins 

A great deal of credit for the 
growth of the company is attrib 
uted to the young, 39-year-old 
president's distributing setup. The 
moccasins, called ‘‘Huskies,"’ are 
sold on an exclusive distributor- 
ship basis. Hussco has 15 distribu- 
tors in all which sell to the 8,000 
retailers authorized to handle 
Huskies. Contrary to the usual 
custom of having several distribu 
tors in the same area compete with 
one another, Hussco's distributors 
have no competitors insofar as the 
one product is concerned 

Mr. Manowitz broke with the 
traditional methods of distributing 
hoes because he thought more 
concentrated attention would be 
given to his moccasins if one dis 
tributor had exclusive rights. In 
turn, he knew that he would be 
able to work more closely with 15 
distributors than with several 
times that number 

His merchandising plan appar 
ently has fulfilled every expecta 
tion, for 35 per cent of the mocca 
sins worn by Americans are pro 
duced by Hussco. Sales now exceed 
$3 million a veat 

There are additional reasons, of 
course, for the steady growth of 
the Hussco Shoe Company, includ 
ing the extensive advertising pro 
gram. More than 50 national publi 
cations carry Hussco ads during a 
vear, and a sizable slice of the 
company’s budget goes into adver 
tising Huskies 


oi 


Another idea that has done much 
for the moccasin business is one 
started by Hussco. Instead of the 
regular tan moccasin, the company 
produces footwear in several colors 
for men, women, and children 
Hussco also promoted the idea of 
moccasins for year-round wear, 
and retailers have found that their 
sales no longer depend so much 
on the season. 

While Mr. Manowitz spends most 
of his time traveling around the 





Bill Manowitz once had a warehouse 
full of shoes wash down the river 


country contacting his 15 distribu 
tors, he has a sales manager who 
works with the distributors’ sales- 
men. With such an arrangement, 
the company keeps in close touch 
with all activity that involves the 
distribution of Huskies 

One of the most spectacular 
man-and-wife combinations known 


in the business field is found at 
Hussco Shoe Company. Bill Mano 
witz hired Jordana in 1946 to 
handle his advertising, and he later 
said that “I couldn't afford that 
big salary for her so I married 
her." Today Mr. Manowitz is the 
“one on the outside and she is the 
one on the inside.”’” She makes the 
shoes and he sells them 

There apparently have been no 
problems caused by a woman head- 
ing the 350 workers who produce 
9,000 pairs of moccasins daily in 
three Hussco plants in Honesdale 
The male foremen have become 
quite accustomed to working with 
her, and one recently was describ- 
ing a situation in which a woman 
employee became upset and began 
to cry. The foreman finally ended 
the explanation to Mrs. Manowitz 
with, “But then you know how 
women are!” 

Another thing about Hussco 
Shoe that might seem surprising 
is its location--Honesdale—a small 
town, but it is where Bill Mano- 
witz got his start. He worked for 
a shoe company there as a youth, 
then quit to go into business for 
himself after being turned down 
for a raise. As a wholesaler work- 
ing out of Honesdale, he sold to 
retailers throughout Pennsylvania. 
Later he wanted to manufacture 
his own shoes, so he started the 
Well-Worth Slipper Company with 
a partner. Several people extended 
the company credit in spite of the 
hard times, and production got 
under way with 60 employees. 

The business almost folded after 
a flood washed away a warehouse 
full of bedroom slippers made for 
Sears, Roebuck and Co. Sears 
helped Mr. Manowitz get back on 
his feet, however, and Well-Worth 
survived the disaster. Then, in 
1944, he bought out a company 
which made work shoes, and later 
switched all production over to 
making Huskies 

Hussco's location in Honesdale 
actually has presented no difficul- 
ties. The labor market has been 
good, and the town is not far from 
New York City. Mr. and Mrs. 
Manowitz keep a home in Hones- 
dale and an apartment in New 
York, where they spend week ends 

their longest hours together 
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She’s all tied up...in poor system 


It wasn't a strait jacket but felt like one Moore Fanfold form. It combines in 
— the office system that kept her and the one typing — order, invoice, duplicate 
rest of the staff strapped in low efhi invoice, shipping order pac king list and 
ciency. It slowed progress and caused label. It saves 3 typings, prevents delays 
expensive errors. Red tape held up and fills orders faster 
movement of customers’ orders Got a problem like it? Call in the 
Everybody “cut loose” after a Moore Moore man today. He offers you the 
man was invited in. He looked at 4 widest range of forms. More than that 


forms that were causing tie-ups. In he is trained to design for you the right 


their place, he designe d a continuous 


wlth Moore Fanfold set... 1 typing O ORE — 
a M Wreusiness beaesancnp yea 


husiness form foreverytorm ol business 





Niagara Falls, N.Y Denton. Tex meryy Canada 


L 
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Hk most dramatic “unforget 
T table experience’ of my 36 
years to date in the field of engi 
neering construction is buried far 
out of sight at the bottom of the 
Delaware River just south of 
Wilmington 

Motorists whizzing 
new 3!.-mile Delaware Memorial 
Bridge will give thanks for the 
time it saves, and admire its soar 


across the 


ing symmetry. They can never 
of the sixth 
suspension span in the 
world, or begin to imagine the ex 


however, see the “feet 


longest 


citing underwater work that went 
into planting them in the river 
bed to make possible this modert 
day “crossing of the Delaware.’ 
There is a dramatic story behind 
every whether 
ashore or afloat. Having handled 
every conceivable type of indus 


construction job 


trial, building, marine, and heavy 
onstruction project, our company 
has in its files hundreds of inci 
dents which might easily be classi 
fied under the heading { infor 
gettable experiences 
Building a bridge toehold « 

bottom of a river or any body 
water is an adventure story ur 
matched in any other field 
that for drama and chal 
lenging problems rivals the excite 


a story 


sheer 


ment of a concerted sea and land 
military campaign. As in amphibi 
vus warfare, the construction as 
sault on a river means marshaling 
a team of highly 
material and equipment, and 


trained men 
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By Ralph E. DeSimone 


After serving Verritt-Chapman d 
Scott Corporation continuously for 
i6 years, Ralph E. DeSimone was 
elected president of the firm in 
1951. “Mr 
the staff 
of project and has earned a repu- 


D as he is known to 


has directed every type 


fation as one of the country’s 


throwing them into action under a 
minutely coordinated plan. 

Our part of the Delaware Me- 
morial Bridge project entailed the 
construction of all 10 river piers, 
comprising the 2 anchorages, 2 
tower piers, and 6 river-approach 
piers. Work on each naturally 
posed its own special problems, 
but the most challenging problem 
centered on the 2 anchorage piers, 
for these involved work of record 
proportions 

Construction of the anchorage 
on the west side of the river re- 
quired the floating and sinking into 
position of a 60-well caisson which 

being approximately 95 feet 
wide by 221 feet long-—was the 
largest in surface area ever built 
The job of sending this behemoth 
down through more than 73 feet 
of sand and hard clay is a story 
in itself, but even this didn’t rate 
as our unforgettable experience on 
the Delaware Memorial Bridge 
project! That developed when the 
time came for us to build the 

tremie seal" for the East Anchor 
age Pier, on the New Jersey side 
of the river 

For the layman, we should first 
explain that tremie seal is the 
technical name for the block of 
concrete that literally seals the 
pier of a bridge to the river bot- 
tom, after the latter has been 
dredged down to bedrock or its 
nearest equivalent. It is built of 
concrete sent underwater by 
tremie method, a construction tech 


leading authorities on big bridge 
foundations. He joined M-C & 8 as 
an engineer in 1916, became a vice 
president in 1945, executive vice 
president and general manager in 
1951, and then a director when he 
moved into the chief executive's 


spot last December 


nique in which concrete is chuted 
down through a large pipe, the 
bottom of which is kept submerged 
in the concrete already poured. 
That way, only the upper surface 
of the growing bed of concrete is 
ever exposed to water, and down- 
ward pressure of the water helps 
to effect solid compaction. 

For perfect construction, a con- 
creting operation by tremie 
method must be completed without 
interruption once it is started. 
This posed a giant-sized problem 
on the Delaware Memorial Bridge, 
when you consider that the seal 
for the East Anchorage Pier had 
to be a solid half-acre block of 
concrete, 32 feet deep, 225 feet 
long, and 99 feet wide! 

To build a block that size under 
water by tremie method meant 
that almost 27,000 cubic yards of 
concrete had to be kept going down 
in a steady stream without inter- 
ruption, fair weather or foul, day 
and night. Nothing could be left 
to chance if the two Merritt- 
Chapman & Scott floating concrete 
mix plants assigned to the job 
were to carry out the mission 
successfully. 

All told, approximately 46,000 
barrels of cement were required 
for our “Operation Anchorage,” at 
the rate of some 6,200 barrels a 
day. That added up to some 100 
railroad carloads, and storage fa- 
cilities made it impossible to have 
on hand more than 16 carloads 
when the operation started. Minute 
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Rocka Pile 


Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet—in wood or steel construction— 


Write today for catalog and name of nearest dealer. 
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are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement — making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES 


Statione? 


COMPANY 


35 East Wacker Drive Chicago ], Ill. 





COPYELEX doen it: foster... better cleaner, | 


Are you tied up by paperwork? 


You are tied up by paperwork if 
your invoicing ts slow 
your statements are late 
your accounting department is 
on overtime 
4. vour productionand sales reports 
are delayed 
You usually can solve any of these 
problems and save money by speed- 
ing up paperwork with the Bruning 
COPYFLEX process 
COPYFLEX usually is the most eco- 
nomical way to make 1to100 copies 
averages only 2¢ per sq ft for a// costs! 
No high-priced operator is needed; 
anyone can make copies witha 
5-minute explanation 
You merely insert the original into 


oe 


Dept 052 


i 


COPYFLEX “SO” is easy 
to operate, hondies large 
volume of paperwork fast 


2b 


the COPYFLEX machine and in seconds 
you get an exact, ready-to-use, error 
and smudgeproof copy up to 42 
inches wide 
No masters or stencils are needed 
no inks to soil hands 
tives, tray developing, or darkroom to 


no nega 
fuss with . no fumes to inhale, no 
special room lighting 

Get complete details on the count- 
less ways to streamline paperwork 
with COPYFLEX. Mail the coupon. 


(BRUNING 


Speciolists in copying since 1897 


Po ao - CSS GR CO... OE. Oe ee = 


Teterboro, New Jersey 


)] Send me free booklet on COPYFLEX process and equipment 
) Show me COPYFLEX in action (no obligation) 


Tithe 


schedules maintained 
insure that the balance would ar 
our shoreside base at 
f approximately 19 carloads 
per day, for transshipment by 
barge to the pier site 
About 45,000 tons of sand and 
gravel, roughly 45 scowloads in all 
similarly had to be timed for de- 
livery from a supply 
point more than 30 miles upriver 
Extra loaded barges were moored 
nearby, for 
event delivery schedules were dis 
rupted by accident or weather 
Weather, of proved the 
big question mark throughout, and 


commercial 
emergency use in the 


course 


an anxious eye was kept on fore 
casts as “D-day approached 
Finally, with all plans mapped 
down to the last possible detail 
“Operation Anchorage’ was put in 
motion at 8:30 a.m. the morning 
of August 15, 1949. From then on 
everyone on the job literally held 
their breath! 

There 
ments along the 
weary hours later 
done, setting what, by all reports 
was a new record for continuous 
concreting by tremie method! 

Working nonstop from opposite 
sides of the cofferdam, our two 
floating mix plants sent down a 
combined average of 152 cubic 
yards of concrete in a_ steady 
stream for 7.4 days, winding up at 
6 p.m. on August 22. The 177!» 
hour operation called into action 
virtually the entire fleet of more 
than 50 pieces of M-C & S floating 
equipment on the river, with co- 
ordination maintained throughout 
by means of a two-way radio net- 
work monitored from our floating 
headquarters at the operational 
base ashore. 

Next time you ride over the 
Delaware Memorial Bridge—or 
any bridge—-you might give some 
thought to the part of the work 
you never see—the from-the-bot- 
tom-up story! 


those anxious mo- 
way, but 177!, 
the job was 


were 





New ‘How Shop’ 


HE National Office Management 
T Association has started a series 
of “How Shops” which will enable 
members and non-members to ex- 
plore all of the facets of office 
management. The first meeting 
held in Philadelphia concerned of- 
fice reproduction The 
next “shop” will be held in San 
Francisco, on the same subject 


pre cesses. 
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EVERYONE'S HAPPIER! 


with LINEN and 


TOWEL SERVICE 


From members of the 


Wherever there are washrooms, wherever the public is served, you get these three 
big advantages from Association members. 


LOWE R COST You make no investment at all. Association members enjoy 


the great advantages of their Association's research facilities, giving them the laundering 
“know how” to extend the life of their linens. Members pass these advantages on in lower 
cost to you. 


FAST SERVICE Association members have a vast pool of knowledge. They 


don’t “guess” how to serve — they know!! They operate on management engineering 
facts that have been developed from their combined experience. There’s no waste in their 
methods. They keep costs down. That's why service from their routemen is as dependable 
and efficient as it is fast. 


¢C LEA N LI N ESS Immaculately clean! That's the crisp uniforms and table linens, 


the soft cotton towels served by Association members. Imagine . . . even a small cotton 
towel goes through 17 (yes, seventeen) scientifically planned steps in its laundering! 
Nothing could be cleaner. That's why we say, “everyone's happier with Linen and Towel 
Service’—from Association members—employees, customers and especially “the boss.” 


FOR FURTHER INFORMATION call the LINEN and TOWEL SUPPLIER in your locality for complete information and you'll be happier. 
For free informative booklet write to LINEN SUFPLY ASSOCIATION OF AMERICA, 22 W. Monroe St., Chicago 3, Ill. 


This campeign be being sponsored M NOWER Division of Opstite Mencteching Corporation, func 
in the interests of the linen ond ” AND of weoshable service appore!, towels, linens ond oll 


towel supply industry by textile requirements of the Linen Supply industry 
COMPANY 
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Whee Files Do the “rich 








By Wells Norris 


Harvester designed its own special 
table so that one operator is able 
to control several wheel files without 
having to slide back and forth. A 
second operator can work from the 
opposite side of the table without 
disturbing the person in the ‘‘slot” 


Maintaining 12,000 Stock Items 


One of International Harvester's divisions had stock 


control problems that other businesses often face. It 


was a matter of keeping tab on 12,000 large and small 


items, at the same time stocking adequate inventories 


HE =International Harvester 
T Company, with hundreds of 
parts to be stocked in its many 
district offices, branches, and 
stores, has solved its stock control 
problem with a simple system of 
open” files 

The same system is used in ap 
proximately 175 different Har 
vester locations, and about the 
nly difference in the various in- 
stallations is the size. Harvester 


designed its own file table to suit 


the operation a kidney-shaped 
model that resembles a news 
paper office copy desk. The Har 
vester table is lower than the 


isual office desk, however, to make 
the job of posting more relaxing 
for the clerks 

On these tables are wheel files 


OR 


with three segments. Each seg 
ment can be removed as needed, 
making it unnecessary to remove 
individual cards and thus damag- 
ing the slots which hold the cards 
in place. Many of the files have a 
small metal support used to in- 
dicate the first numerical figure 
in each segment, enabling a clerk 
to find cards with little trouble. 
Harvester’s Roosevelt toad 
motor truck sales office in Chicago 
has a typical stock control in- 
stallation. This division stocks 
more than 12,000 motor truck 
items, ranging from small washers 
to large axles. The ideal condi- 
tion, of course, is having a suffi- 
cient stock of parts on hand to 
supply all needs, while keeping the 
inventory at a minimum figure 


so that money will not be tied up 
in obsolete items or items that are 
called for only once or twice a 
year. 

While this particular Harvester 
sales office does both a retail and 
wholesale business, the _ retail 
volume exceeds the wholesale. To 
control the 12,000 or so items for 
retail and wholesale business, this 
division employs 2 of the kid- 
ney-shaped tables, each having 
1 files. Approximately 500 cards 
are mounted on each segment, 
and 3 segments fit on a file. 
Thus each wheel file holds from 
1,500 to 1,800 cards, and since 
each table has 4 wheels, there are 
from 6,000 to 7,000 cards at each 
table. Harvester estimates that 
one operator can handle a table, 
generally posting about 600 line 
items a day. This particular loca- 
tion, however, has fill-ins who help 
when work stacks up. 

The operator sits in the “slot” 
and handles the postings of all dis- 
bursements and receipts while a 
stock man works from the outside 
of the table, checking various 
“flags” placed on cards when stock 
is getting low. 

While the operation seems to be 
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ove nur: 12,227 paper rorws: 


Before a common nut can be mined, fabricated and put into a workman's 
hand, 12,227* paper forms must be made out Analysts say the average 
business— including yours—spends a third of its time in paperwork. Yet, 
because Paperwork is taken for gri » businessmen usually look for 
Savings out in the plant—whereas Paperwork offers a gold mine of 
Opportunity to speed and save. 


DITTO, simpuiries PAPER WORK! 


Paperwork can be a “necessary evil” or with DITTO One-Writing Systems 
it can straighten out pay and production, anticipate material needs, 
shorten routines, release employees for Productive work, cut out error 
and delay throughout your ¢ ntir€ Operation. DITTO directs, controls, 
coordinates and expedites. If your Paperwork isn't a streamlined 
production tool— get critical of it, make it so! 


AMERICAN INDUSTRY DEPEVDS ON 


DITTO 


ONE-WRITING SYSTEMS ! 


In these days of defense Pressure and heavy pape rwork, 
large companies and small declare that their pirto 
Systems are more than ever essential for their peak 
efficiency. Today's greatest economies and 

betterments are to be found in paperwork, 











Ask for specific data showing how the pr ro 
Payroll, Production, Order-Billing, Pur<¢ hasing 
and other systems definitely streamline your 
Paperwork and bring benefits all down the line. 
No obligation, just write. 


DITTO, Incorporated 


2246 West Harrison Street, Chicago 12, Illinois 
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FORD STUDY INDICATES j21her rechavical, Harvester ba 


akes well-trained men to 


XEROGRAPHY handle the ordering. The warning 
flags serve as a reminder that 


Speeds Duplicating 
Internal Office Forms... 


Cuts Costs / 





FORD reports a total cost of 
37¢ for first run-off copy 
from an offset master made 
by xerography compared 
with $3.12 for same copy 
made from a zinc plate. 





Photo shows operator preparing poper 
master with XeroX copying equipment 


Save time money, materials. Your existing 
office or factory forms, drawings, etc., can 
be reproduced on a paper master plate by 
xerography, and multiple copies can be run 
off on an offset process duplicator .. . all 
within three minutes 

Xerography, the new, dry electrical proc 
ess, copies on to an offset paper master 
anything written, typed, printed or drawn 
It's a direct positive process; no negative is 
required It's quick, economical, clean 
no chemicals, fumes or odors 

Cut costs. Speed the flow of paper work 
Break the bottleneck of delays. Get the facts 
about the amazing xerography process 


Wri . 
ule for case histories showing 


how all types of business are saving 
time and money with xerography 


THE HALOID COMPANY 
52.141 HALOID ST., 
ROCHESTER 3. N.Y 


Branch offices in principal cities 


0 


inventory is getting low, but the 
stock man must go a little deeper 
to determine how many parts to 
order. He must consider the quan- 
tity sold during the previous few 
months, the future outlook (Is the 
truck model going out of produc- 
tion”), and other factors which 
control his buying. There may be 
times when a customer who has a 
fleet of older model trucks buys a 
number of parts for his fleet. The 
stock control card would reflect 
this increase in sales activity, and 
it might seem at first glance that 
these parts should be replaced 
quickly. A stock man who knows 
his business would realize that 
such is not the case. The parts for 
the older model trucks might have 
been on hand for a long time, and 
there might be little possibility of 
selling any more of them in the 
future 

When the stock man, in going 
through the cards, finds several 
items that must be ordered, he 
makes out a small order card. 
Each Harvester location has its 
own ordering schedule so orders 
do not swamp the sources of sup- 
ply at the same time. In an emer- 
gency, however, a stock man can 
put through his order for im- 
mediate delivery 

All Harvester locations  ordi- 
narily follow the same plan for 
stocking items. That is, enough 
stock is maintained to last 45 
days. A maximum and minimum 
15-day supply is determined for 
each item, and these figures serve 
as a quick indication of how long 
the stock on hand should last. For 
example, suppose the maximum 
quantity for an item is 22. This 
means these 22 items should last 
15 days. The minimum number 
might be 6, which means that 6 
items should last 12 days. Each 
card is flagged when the maxi- 
mum number is reached, when the 
minimum number is reached, and 
when zero is reached. 

The stock man checks these 
flagged cards carefully before re- 
ordering, but he also must pay 
close attention to a space on the 
card which indicates items al- 
ready on order. When these or- 
dered items come in, the girl in the 
slot merely checks the space _be- 
side the listed items, then adds 
them to the “On Hand” column 

For out-of-stock items, a back- 
order card is inserted in front of 
the item card. This back-orde1 


card is narrower and longer than 
the regular item cards, and it ex- 
tends above the others for quick 
reference by the stock man. Every 
time a new order comes in for an 
item already on back order, the 
back-order card is flagged. The 
stock man can then adjust his 
order or put another one through 
as he sees fit. 

Since the Roosevelt Road sales 
office handles mostly retail busi- 
ness, the stock control operation 
is made a trifle more complicated 
The average dealer will put his 
order on paper in more or less 
numerical sequence. When the 
stock girl gets such an order for 
posting on her cards, she can go 
straight through the stock cards 
since they are kept in the same 
sequence. When a retail customer 
comes in to buy, on the other 
hand, he asks for the parts he 
needs as they come to mind. The 
clerk behind the counter writes 
them down as the customer names 
them, and it is up to the stock 
girl to jump from item to item on 
the list if she wants to go straight 
through the wheel files, or jump 
from file to file if she goes straight 
down the retail customer's list. 
The day's posting is naturally 
slowed down when there is a 
large volume of retail business. 

Harvester’s streamlined system 
of stock control makes it possible 
for any clerk to determine, in a 
matter of seconds, what stock is 
on hand for any item. A flip of the 
cards reveals instantly how many 
items are on hand, how many are 
ordered, how long the items on 
hand can be expected to last, and 
other pertinent information about 
the inventory. 

Some of the advantages of the 
stock control files are obvious, 
while some probably are not. The 
removable segments, of course, 
make the file available to more 
than one person at a time. In fact, 
two people can sit across from 
each other at the table and work 
at the same whee! file. Too, since 
a whole segment is removed as a 
unit, cards do not become worn 
and damaged by repeated removal. 

Another advantage of the wheel 
file is the ease with which a clerk 
can insert a new card. With some 
systems, numerous cards must be 
moved back in a file to make way 
for a new card, but not with the 
wheel file. Harvester people also 
feel that the wheel system of filing 
is a bit quicker than others 

While the use of wheel files is 
predominant at the 175 company 


Continued on page 4 
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Outstanding 
Leopo!d Features 


Rounded Corners 


Eliminate clothing snags. . 
prevent scuffing, marring. 


Ball-Bearing Suspension 


Allows drawers to open and close 
smoothly, easily .. . regardless 
of the weight of contents 


v 
Densified Legs 
DensiwooD center legs are hard 


and smooth... stubbornly resistant 
to impact and wear. 
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» Chicago 12, Ilinois 


First National Bank of Peoria, Peor id Imstallatoon by Business Fauipment ¢ 


E000/7 ottice turniture 
.-. helps make office workers happier, 
work better 


Your organization will enjoy working in the comfort and beauty of 
a modern office furnished with distinctive Leopold office furniture 


Hours seem to pass quickly, yet are spent more efficiently. 


Yes, attractive Leopold installations help boost office morale 

you benefit in extra profits through increased worker productivity, 
minimum employee turnover. In addition, Leopold office furniture 
actually costs you less because it's built to wear better, last longer 


The Leopold dealer in your community is an experienced office 
planning counselor. Call him today, for specific suggestions 
profitable for you. If not known, please write us for his name 


and address. 


THE EQQO// vOMPant 





BURLINGTON. IOWA 


MEMBER OF THE WOOD OFFICE FURNITURE INSTITUTE 








File Cabinets Serve Double Duty 


National Publishing Company covered filing cabinets 
with table tops to provide extra working space... 


By Lillian Stemp 


Hk National Publishing Con employees, plus private offices for of these factors were taken into 

pany in Washington, D. C., has the firm's 4-man executive staff. consideration in the planning and 
a “front office’ of 4,500 square The nature of the printing busi- execution of the company’s recent 
feet across the entire front of ness, however imposes unusual renovation program 
the second floor of its building requirements on the front office National Publishing has stand- 
Ordinarily this amount of space demanding highly efficient use of ardized on the Shaw-Walker three- 
would be sufficient to accommodate space, pleasantness of surround- drawer type file for their general 
the office staff consisting of 30 ings, and easy accessibility to both files, and covered them with large 
sales, production, and accounting customers and shop personnel. All tops to provide counter and work- 
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“Sure, he’s got a low number 


..--his uncle’s the Mayor !” 


Sometimes a political machine can get you a low number. 

But if you're involved in more complex figures . . . business statistics, 
say... try a business machine. Better yet a Monroe 

Because Monroe... hear ye... handles all kinds of numbers —low. 
high, simple, complex. In fact, whatever your figuring or 
accounting problem, Monroe makes the model to solve it. Fast. 


Efficiently. Economically. The moral of our story. of course. is: 


wherever you find figures, you'll find Monroes. Except jail. 


MONROE secures ron susivess 


Monroe Calculating Machine Company, Inc., General Offices, Orange, N. J 
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Depend on Monroe to give you 


the right model for every 


figuring and accounting need 


Monroe CALCULATING Machine 


MONRO-MATIC The lotest for fost, fully 
evtomotic, economical figuring Compact 
portable, withfamous VelvetTouch * eose 
of operation Long, dependoble service 


Monroe ADDING Machine 


EVERY business needs this efficient grand 
total model. Adds and subtracts directly 
iN two registers Accumulotes, stores totals 


Soves time, steps up figure production 


Monroe ACCOUNTING Machine 


COMPACT space soving bookkeeper thot 
handles several kinds of jobs. Outstend 
ing value. Does some work os machines 
costing much more. Smooth, effortiess 


nerve savin Velvet Touch”* operation 
9 p 


LVET TOUCH ° originated in 1935 t0 de 
scribe Monroe s matchless ease of operatior 


Every Monroe is sold only through 
Monroe-owned bronches, serviced by 
Monroe's factory-tremed orgenization 














How dangerous is it to 
“close your eyes” 


to these 4 facts about record protection? 


’ 


So dangerous it could put you out of business!) 


W's dangerous {0 trust 
ife without the Underwriters i f f i 
I Label. The ften ir erate rds meust tes 


hen te 


Isn't the risk too great? 


s little at ts to protect 
i modern Mosler 
Meets and exce 


t test for 


Designed by Raymond Loewy 
Label 400" |» list ! 


wit 


the new Mosler “A 


iF IT'S MOSLER IT'S SAFE 


“Mosler Safe(”” 
Since 1848 


THE MOSER sare COMPANY ¢ Dept. AB 


ing’ space 
necessary t 
sheets of jobs in pr *ss right in 
the front office, s« 


space 
( ress 
salesmen 
production personnel, or customers 
do not have to go into the shoy 
This not only makes for a more 
efficient work flow, but it also 
eliminates annoying 
for the compositors, pressmen, and 
bindery employees. A large rubber 
mat in the hallway between the 
office and the pressroom protects 
the floor from grease and ink 
brought in from the shop 

Entering the office quarters by 
a stairway to one side, the visitor 
finds his surroundings light and 
pleasantly decorated. The ample 
natural light from the long row 
of north windows at the front of 
the building is supplemented by 
fluorescent fixtures, designed to 
provide proper illumination at desk 
level. An unusual feature is the 
germicidal lamps placed along the 
walls. Secretary-Treasurer R. M. 
Nash reports a notable drop in the 
number of colds and 
since these units were installed. 

The receptionist faces the offices 
of three of National Publishing’s 
four top executives: W. W. Rapley, 
president; L. C. Shomo, vice presi- 
dent and general manager: and 
C. A. McKenney, Jr., vice president 
in charge of sales. The office of the 
fourth executive, R. M. Nash, is 
located at the opposite end of the 
building in the accounting depart- 
ment. All the executive offices are 
furnished with Shaw-Walker ex- 
ecutive-type metal desks, except 
that of the president who, for 
reasons of sentiment, refuses to 
part with the furniture used by 
his father. 

Office walls are painted in two 
tones of green, the basic color 
scheme, which is picked up in the 
dark green upholstery of the 
aluminum trim office chairs and 
the green and black rubber-tile 
flooring. The front office is fur- 
nished throughout with gray-fin- 
ished, steel Shaw-Walker desks 
having black tops covered with 
plate glass. The glass keeps the 
paste and trimming knives, used in 
dummying and layout work, from 
marring the surface. Employees 
requiring filing facilities for their 
work have matching desk-height, 
two-drawer filing cabinets beside 
their desks. The cabinet tops pro- 
vide extra working space, and the 
files give finger-tip access to cus- 
tomers’ folders. This arrangement 
saves time for the employee, and 
provides quick, efficient service for 


distractions 


absentees 


the customers. 
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“Think Miss Hardway 














might be offended7” 


There's a big difference 


in business forms, too ! 


(a difference in what they 


Chances are, one business form looks 
very much like another. How, then, can 
you be sure of getting the best? Thou- 
sands of firms, including 93 of Amer- 
ica’s 100 largest, have found the way. 
They depend on Standard’s “unseen spec- 
ifications” the specialized, manufac- 
turing know-how you'd expect from the 
originators of marginally-punched con- 
tinuous forms. They appreciate the qual- 
ity of product that permits continuous, 
trouble-free operation of a system. 
The analysis and planning that go 
into business forms make a big differ- 
ence, too. Standard Register Men de- 


will accomplish for you) 


velop better-working papers on the basis 
of a complete and practical System 
Analysis. They design such forms to 
minimize clerical operations 

Standard Register Engineering has de- 
veloped the most complete line of supe 
rior forms-feeding and handling devices 
to enable you to simplify the entire proc- 
ess of producing written records 

If you have a paperwork problem, let 
us show you how important the differ- 
ence in business forms can be. Just phone 
Standard Register in your city, or write 
The Standard Register Company, 605 
Campbell St., Dayton 1, Ohio. 


STANDARD REGISTER 
° Business Forms and Utilizing Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 
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PAPERWORK SIMPLIFICATION 
Whot hoppens when better business 
forms are scientifically applied 


- Re ; 


= ~~ 
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Dupli-Cord Register reproduces set 
of operating records for all deport 
ments concerned when a tobviloting 
cord is handwritten as the original 
System gives clock manufacturer 
exact inventory contro substantial 


saving of clerical work. (PS. 26)* 


- ~ 
Automatic Line Finder on electric 
typewriter with Registrotor Ploten 
Kont-Slip continuous forms, enabled 
lumber company to double produc 


tion of invoices per operator-hour 
(PS. 24)* 


Kant-Slip Continuous Forms ore 
made to operate os pressure switch 
calibration charts in ingenious re 
corders demanding accuracy of the 
highest order—o striking tribute to 
business forms manvfacturing pre 


cision. (PS. 25)* 


Cry 
\ 


Unit Zipset |10-part production 
shipping-billing combination form 
reduced 6 seporate record writing 
operations to 2, affords complete 
control to firm with office and pliant 

600 miles apart. (BA)* 
*Name and full story on request 
Write Standard Register 


9 


oO 











FP OS OB SSS SSSSSSSSSSSS SSS OSSSOS FSSC Work such as estimating, pla 


: Are Your Branch Managers Reading ‘‘American Business’? | 


| Every month AMERICAN BUSINESS te ts readers about modern office operation by 


ning, layout design, markup 
copyfitting, and quality control is 
done near the north windows 
where the natural light aids color 
matching 
Beyond the sales and productior 
room, separated by a metal and 
glass partition, is the accounting 
department. Here the Shaw-Walker 
desks have recessed wells for 10 
key adding and calculating ma 
chines. The recessed feature pro 
motes greater working comfort 
and efficiency by eliminating awk 
ward working heights. All men in 
the accounting department who do 
not come into contact with the 
public are permitted to dress 
casually. Women employees may 
smoke at their desks. 
The office staff enjoys the bene 
pATION-Wibe A wt! fits of holidays, and paid insurance 
ph NNUAL EVE enjoyed by the graphic arts in- 
dustry. A refrigerator has recently 
been installed for employees who 
Stock Up and prefer to bring their lunches 
Many employees find it necessary 
i to leave the building frequently 
ave on during the day to make service 
or sales calls. National Publishing 
solved the problem of keeping 
WORKING track of their whereabouts many 
years ago, by installing an Inanout 
Pé PER Register made by Heirlon Com- 
pany. Staff members sign in or out 
DURING THE at the reception desk when they 


are entering or leaving the build- 
ing. This record is especially help 


ful to the receptionist in routing 
telephone calls. 


The National Publishing Com 

ee ” pany, Inc., is one of the largest 

Buying Pool printing and publishing plants in 

the Nation’s Capital. Founded in 

May I to July 31 1893, by Edward Everett Rapley 

the firm, which originally printed 

programs for the National Theater 

has outgrown several successive 

buildings. Today it occupies a 

three-story brick and reinforced 

| innu oney t concrete building, with over 75,000 

44 vv WG STYLES } hae | t 13 is or 3001 square feet of floor space for 

7 sweer sizes t will | ticipat ir ent its presses, composing and bindery 

i ear's ne ve rv | equipment. It prints and binds 

Top or Side Bind r order before July 31, w ‘ many periodicals of national and 

; international circulation, with peri- 

odical press runs ranging from a 

few hundred to more than 750,000 

copies, varying in size from 4 to 

180 pages per copy. Presently 

r over 10 million printed pieces are 

mailed monthly. In addition, Na- 

‘ tional’s commercial department 

handles a large volume of com- 
mercial printing. 

The four-man executive staff 
works as a team under the dire 
tion of President Rapley, who 
combines a personal interest in the 


thowing them how other companies sove money ond get more done through better 
methods. Your branch offices w find these reports readily adaptable to their operation 
Send us the names of your branch managers now so they can benefit from AMERICAN 
BUSINESS reports on latest management methods. Attach extra sheet for additional names 


AMERICAN BUSINESS MAGAZINE (0°) °°Ur°% 4" 


NAME TITLE 


)MPANY 


city STATE 

2 yeors $7.00 1 year $400 
Enclosed Bill later 

(Add $1.00 for 1 year, or 

$2.00 for 2 years, for postage 

outside U.S.A. and Canada) 

see ee SB SB SOS SSS SF SS SO SO SOB ee ee eee ee ee 
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Send coupon below for Hadley 1952 “Buying Pool” price list 


ries @ Hadley Company, Dep! 9 
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Charles 8 Hadley Company 
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business with the excellent execu- 
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tive practice of listening to new 
ideas and delegating authority 
Problems and policies are discussed 
at regular weekly meetings. The 
renovation program had the com 
plete approval of the executive 
staff. They believe it has paid off 
because sales have increased, and 
the morale and efficiency of the 
staff are up. Absenteeism and 
turnover have been cut to a mini- 
mum. Mr. McKenney added that 
remodeling costs were kept at a 
minimum by utilizing the services 
of illuminating engineers and color 
experts from electrical equipment 
and paint companies. 





Water Survey 
Shows Use 


HE amount of hot water used 

in one year by a family of 
three would float a submarine 
chaser. 

This is one of the findings of 
Bell & Gossett Co., manufacturer 
of hot water heating system equip- 
ment, which has just completed a 
survey on the average family's 
needs in order to judge accurately 
the proper size of the necessary 
water heater. 

The average family, according to 
Bell & Gossett, uses between 25,000 
and 40,000 gallons of hot water a 
year, or from 100 to as much as 
160 tons. 

Whether each member of the 
family is addicted to lingering in 
a daily shower or in a deep tub 
can make a 40-gallon difference 
in the volume of hot water used 
each day, or a difference of 15,330 
gallons a year. 

The average adult uses about 20 
gallons of hot water a day, or be- 
tween 8,000 and 13,000 a year 
depending on his bathing habits 
The baby of the family requires 
3 gallons every time he has a bath. 

Figures indicate that heating 
domestic hot water is nearly as 
important as heating the house 
itself. In practice, greatest effi- 
ciency and economy result when 
a single boiler does both jobs 
using an indirect heater for the 
domestic water. Recent tests at 
the University of Illinois have 
established the economy of year 
‘round use of the boiler for this 
purpose. Using the boiler in sum 
mer actually prolongs its life 
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Make this £72527 test - 
in your office-at no cost 


compare 
LU5CT chairs 
for comfort! 

convenience! 


value! mail 


coupon today 


6 Easy Adjustments 


— without tools 


% For height 4. For heigh 
b 


of seat of backrest 


2. For depth S For angle 


of seat. of backrest 


» For slope’ 6. For tension 


of seat. of tilt action 


” 
° MODEL 20-A 


*Prices in Florida, Texas and 11 Western 


states 


Office Chairs 


HAMILTON MANUFACTURING CORPORATION 


COLUMBUS INDIANA 


Also makers of COSCO Household 
Stools, Chairs and Utility Tables 


q 


Take Cosco Office Chairs into y 
ffice for a free, 10-day trial 
st critical “‘seat-critics’’ subj 
them t every test and comparison 
Then see if everyone doesn't agree that 
Cosco offers more for your money thar 
any other chair true custom-built 
fort at mass-production prices 
spon for installation of any 
x all-stee! models in your office 
with t obligation. Four adjustable 
iels with up to six easy adjustments 
all models cushioned with Fire 
ne Foamex or foam rubber latex 
nderized, baked-on enamel or chr 
nium finish and Du Pont “‘Fabrilite 
upholstery in all popular office colors 
i rated. At top, 17-A Executive Chair 
$48.45 ($50.95*); also 17-T. armless, $43.25 
$45.25*) Extreme left, 16-S Secretarial Chaw 
with spring back, $31.95 ($33.45*); also 16-F 
fixed back, $29.95 ($31.25*). Left, 20-A Side 


29.25 ($30.55*), also 20-L, armiess 


HAMILTON MANUFACTURING CORPORATION 
Department AS, COLUMBUS, INDIANA 
Gentlemen 

Please send me, without obligation, name of 
nearest dealer and complete catalog 


Nome 











How Budd Company Uses File Cards 
For Seniority System 





With a seniority system regulating the laying off and re- 


hiring of employees in its auto plant at Philadelphia, The 


Budd Company has devised a procedure that eliminates 


most errors and provides necessary information at a glance 





When you seek 


modern business 


modern appearance 


new meta 
with the 
i 


Af how « 


wlernized off 


eable parts. Why t 


convenient Steel 

a Wide range 
matching upholstery 
inter 


finishes 
my of standardized 


ymnsult vour Steelcase dealer 


Lg look for your Steelcase 
dealer in the classihed section 


of your telephone directory 


flice planning. write for “Tool 


or ideas in « 
Fo ew ideas in g 


ng Up Your Office 


— ag 3 3 ov. i 


Business Pquipmernt 


METAL OFFICE FURNITURE CO., Grand Rapids, Michigan 


Pa) 


HE more than 7,000 people ir 

plant of The 
automobile fa 
are employed 


the office and 
Budd Company's 
tory in Philadelphia 
under a complicated 
system. 

For example 
to lay off an 
“bump” any 


seniority 


become 
necessary employee 
permitted t 
in his department with less 
he can handle the job 
unable to replace some- 


he is 
body 
service, if 
If he is 
body in his 
can then bump any 
the plant with less service who is 
in the same work classification 
There might be several jobs in his 
work classification which he could 
handle, and the pay would 
probably remain the same 
Finally, if the employee can find 
replace in his work 
bump any 


own department, he 


employee in 


scale 


no one to 
classification, he can 
worker in the plant having less 
service—-provided he can do the 
work. In this case, the employee 
might have to take a lower paying 
job than the one he is leaving 

With the many possible compli- 
cations arising from such a senior- 
ity system, it is obvious that 
Budd's personnel department could 
be a fertile ground for ulcers, 
without an adequate control of 
personnel Too, the 
complications could arise when the 
company began rehiring after 
temporary layoffs 

The system Budd is utilizing to 
furnish information at a moment's 
number of Die- 
files. Every 


records same 


notice involves a 
bold Cardineer wheel 
unskilled worker has two cards, 
kept in separate files; and every 
skilled worker has three cards in 
his name, one for each of three 
files. The first wheel for unskilled 
workers’ cards is arranged first by 
departments and then by seniority 
within the department. The cards 
on the second wheel are filed by 
work classification——plant-wide. 

The first two wheels for skilled 
workers are similar to those for 
unskilled employees, but the third 
is broken down according to union 
contract specifications 

There is another Cardineer file 
for office workers, who 
unionized, but it is not 
frequently 

Thus, when the company 


are also 


used so 


finds 
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SPEED UP WORK! CUT DOWN COSTS! 


Make Direct Copies of Almost Anything 
with the Amazing Desk-Top OZAMATIC! 


Just Feed in Originals! Clean, Dry Copies—instantly! 
No Retyping, No Stencils... No Negatives, N o Proof-reading No Smudee or Distortion 
@ Plates... No Darkroom No Messy Inks F ; 





CUT ORDER HANDLING COSTS! 
One of hundreds of OZALID Uses 


A Wholesale Hardware Firm has one girl process |! sa 
nine times as many as before installing Ozalid! 





A Drug Chain keeps accurate, up-to-the-minute invent 
Ozalid! 
A Radio Station uses one clerk three hours to prey 


formerly required two clerks for twenty-eight hours 


A Grocery Chain saves hours, increases accuracy and 
copying weekly price lists! 


A Manufacturer uses Ozalid to save $8,000 a year ir 
supplies! 


A Big Department Store cashes in on special dis 
Ozalid to pay bills the same day merchandise is receiv 











series © y 4 .\ Bi Ib 
COSTS .., ues 


Johnson City, N. Y. A Division of General Aniline & Film Corporat 
Ozalid in Canada — Hughes Owens Co., Ltd 
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aluminum 
chairs 


Proof of the Pudding 


Over 
have constantly extolled the 
virtues of FINE-REST chairs. 


Rather than take our word 


the past months we 


for these claims, why not 
prove them without cost and 


without obligation. 


FINE-REST 


dealer and have him send 


Just call your 
over a chair or two for a free 
trial period. He will gladly co- 
operate by letting you try the 
best—letting you try FINE- 
REST. 


Write for free descriptive lit 
erature and the name of your 
nearest FINE-REST dealer 


cipetalion 


Jak Ron & Ome 


ALUMINUM SEATING 


17 & CHERRY STREET 


DesPcbalde § Breectarten a $° 2° eseed te Sinbrce 


40 


it must notify an employee that 
he is going to be laid off, it can 
also quickly provide him with in- 
formation about jobs he might 
move into. A member of the per- 
sonnel staff simply finds the em- 
ployee’s name in the proper file 
then checks to see if there is any- 
body with less service in the de- 
partment. If the first file offers no 
hope, the second file can be checked 
for plant-wide classifications. 

A man is finally laid off only 
after Budd's personnel staff is sure 
that everything has been done to 
keep the employee on the job if he 
has the seniority to warrant his 
stay. There are some _ instances, 
however, where a worker will 
bump a man with less seniority in 
another classification, only to find 
that he does not have the physical 
stamina or coordination for the 
job. 

Since so many references are 
made to its wheel files, the per- 
sonnel department has devised a 
digit system that eliminates look- 
ing through numerous cards to find 
the right one. When a new worker 
is hired at Budd, he is given a 
number that will identify him dur- 
ing his stay with the company. If 
the employee should leave and 
later return, that same number will 
be given back to him. 

The last digit of the employee's 
number is printed on a tab that 
projects higher than the actual top 
of the card. Since there are rela- 
tively few cards in a grouping 
that end in the same digit, the 
task of finding an individual card 
is relatively simple. 

Budd's personnel department 
also has a color scheme for its 
various card classifications to fur- 
ther simplify the filing system. 
These numerous cards on file have 
space for the different jobs an em- 
ployee might handle at various 
times. 

As an additional safeguard, the 
personnel department gives a per- 
son being laid off a job chart to 
check those he feels capable of 
doing. These are typed on a small 
white card which is attached to 
the employee's regular Cardineer 
card. In this way, there is no 
chance that a worker will be re- 
called for a job he cannot do 

Before the little white cards 
were used, Budd often sent tele- 
grams to employees telling of job 
openings-—only to learn, when the 
workers returned, that they could 
not fill the job. Now the workers 
are recalled to jobs they them- 
selves list 

There 1s still 


another filing 


practice which has been found 
useful at Budd. It was once a 
practice to make up a regular em- 
ployee card as soon as a worker 
was hired. The cards were expen 
sive, and they had to be properly 
filled in with certain informatior 
Often the employee quit before 30 
days, so the card was 
was much of the work that went 
into the card 

The personnel department now 
makes up small 3- by 5-inch cards 
when a new person is hired, and 
these are used by payroll and per- 
sonnel during the normal 60-day 
probationary period 

When the employee has worked 
for Budd 60 days, one of the 
Cardineer cards is filled out in his 
name, and placed in the proper file 
If the employee quits before the 
probation is over, only a little time 
and the small card are wasted. 

In addition to the filing methods 
worked out by the personnel staff, 
various “flags” are also used on 
the cards to point up certain gen- 
eral information that is helpful. 


wasted, as 





Maintain 12,000 
Stock Items 


Continued from page 30 


locations, a few use rotary-type 
files, due to lack of space for kid- 
ney-shaped tables and wheel files. 
Here Harvester has come up with 
a change to speed up postings. 
Formerly, clerks had to remove 
cards from the rotary file when 
postings were to be made and the 
time involved in removing the 
cards and then inserting them 
back in place made the operation 
a costly one. Also, the cards would 
not last long because of constant 
wear. 

Harvester redesigned its cards 
for these files, reversing the up- 
and-down listings so that postings 
could be made without removing 
the card from the rotary file. The 
rotary units were tightened so 
that the wheel would not revolve 
from the pressure of the hand, and 
a small arm rest was added. Now 
a clerk simply stops the wheel at 
the cards she wants to work on, 
makes her postings, and then flips 
them back as she finishes 

Harvester’s streamlined stock 
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contrel system was not installed 
without considerable experiment- 
ing beforehand. The company 
even tested two systems in dif- 
ferent locations before settling on 
one of them. Employees at the 
locations would work with one 
system part of the time and with 
another system the rest of the 
time. In this way, Harvester was 
able to decide which system was 
best fitted to handle its particular 
job 

The new stock control system 
replaced a series of stock record 
books, which provided only a frac- 
tion of the information available 
today, since only inventory re- 
ceipts were posted in these books 
Today, instead of having to take 
a physical inventory, complete in- 
formation about any item can be 
quickly obtained from the stock 
card in the system 





Tells Financing 
Preference 


HEN a corporation is com- 

pletely free to choose a financ- 
ing method, “that choice has been 
exercised preponderantly in favor 
of direct negotiation with the 
lender,” according to Stuart F. 
Silloway, vice president and man- 
ager of securities investment, The 
Mutual Life Insurance Company 
New York. 

He pointed out that in any form 
of financing the initiative ‘always 
lies with the corporation seeking 
the funds.” He added: “Unless 
some artificial condition, such as 
the competitive bidding require- 
ment imposed on many _ public 
utilities and railroads, exists, the 
borrower is free to choose what- 
ever avenue for meeting his finan- 
cial requirements he believes is 
best suited to his needs.”’ 

Directly negotiated loans have 
developed to the point where they 
now account for more than half of 
all corporate financing, compared 
with less than 24 per cent in the 
period from 1934 through 1939. 
“The direct placement appears to 
be of distinct advantage to a very 
wide segment of the business com- 
munity,” Mr. Silloway said. “It 
has evolved out of the investment 
atmosphere and its shifting cur- 
rents which have characterized the 
past two decades.” 
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Memo to Management: 


Snatch Off the Blinders 


Continued from page 


anywhere I could find. The dealer 
must have had this informatior 
on record, but he was too busy t 
look up my invoice 

Late in March, I gave up wait 
ing for the screw, and took the 
dad-blamed thing to an _ old 
fashioned blacksmith shop where 
they made me a screw for 25 
cents. And they didn’t ask me the 
model number, either. 

Once more. I like Stewart's Cof 
fee. It is not sold at very many 
stores where I live, so I sometimes 
drive 60 miles to Adler’s and buy 
a dozen cans. Adler's is an excellent 
food store in the Alamo City. One 
Saturday afternoon, late, when I 
dropped in there for my supply 
the floor man assured me they 
were out of Stewart's and would 
not have any for a week or so. He 
seemed quite amused when I told 
him I had driven 60 miles for a 
dozen cans of coffee. He did not 
offer to take my order. He did not 
offer to send me some when it ar- 
rived. He just laughed. Well, I ad- 
mit I'm a funny guy—-short, fat 
usually needing a haircut and all 
that-—but it does not particularly 
make me want to spend money in 
a store where a salesman laughs 
at me. I am not exaggerating. Any 
store is liable to run short of 
anything, but most stores today 
seem to expect it 

There seems to be no attempt 
to maintain stocks in average 
sizes, popular colors, or desirable 
models. I asked for a pair of size 
1015 black socks in three good- 
sized men’s furnishing stores, and 
all were “Just out. Anything else 
ple-u-z-z?" In three paint stores I 
tried to buy wallpaper cleaner. A 
salesman in one store, which 
stocked one of the world’s best- 
known paints, assured me, “There 
ain't no such thing as wallpaper 
cleaner, brudder.”’ 

I'm tired of being called 
‘brudder.”’ I can reconcile myself to 
young men in advertising agencies 
and other places calling me “pop” 
and “grandpa.” That I do not 
mind. But I somehow get a little 
warm in certain places when store 
salesmen and others call me their 
‘brudder.” 

Where are the managers? 
Where, oh where, are the men whi 


should be training, instructing 
and supervising these people whxv 
contact the public Are they wea! 
ing blinders? Are they so busy 
cussing taxes they forget who pays 
their taxes and profits too? 

It is silly to blame the clerks 
the salespeople, the correspond 
ents, the cashiers. They dor 
know any better. Nobody has told 
them. The people who ought to be 
telling them are upstairs, dictat 
ing memoranda which begin, “My 
attention has been called to 

While I am still at the boiling 
point, I might add parenthetically 
as it were, that I would consider 
it a matter for discharge if any- 
body working for me wrote a 
letter beginning, “My attention 
has been called to.” Isn't it pos 
sible that these people, and they 
are legion, ever notice anything 
themselves? Does somebody al 
ways have to call their attention 
to it? 

I get quite a bit of mail which 
starts out, “My attention has been 
called to,”’ and then I know what 
will follow. A letter full of cliches 
bromides, hackneyed phrases 
“herewith enclosed,’ and “We beg 
to advise.”” You know immediately 
that the writer thereof is a stuffed 
shirt, a bag of wind, the biggest 
stockholder’s uncle, or brother-in- 
law, or something like that 

I never bothered to look it up 
so I can’t prove it, but family tra- 
dition has it that a guy named 
Whitmore was among those who 
answered Paul Revere's ‘“alarum,’ 
when he dashed through “every 
Middlesex village and farm.” Any- 
way, the Whitmore family has 
been around a darn long time. I 
have been around, perhaps too 
long myself. I like the old names 
But only last week at the Jefferson 
Hotel, the clerk looked at my name 
and called to the bellboy, “Show 
Mr. Whiteside to Room 1079.” 

Mr. Whiteside. Well Whiteside 
is a splendid name. But mine hap- 
pens to be Whitmore. Yet every 
mail brings letters to Mr. Whit 
worth, Mr. Whitmarsh, Mr. Whit 
temore, Mr. Whitridge, or Mr. 
Whit-something else. For example 
here is a case of just how careless 
and indifferent some suppliers can 
be. In September I ordered some 
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New wings for th ; work of accounting! 


ACCOUNTING MACHINES 


Pt 


“the volume-handling velocity of these superb new account- 
ing tools. You can translate this into more efficient, more 
economical figure-fact production in your business. Next 
step is to learn how little your Sensimatic will cost. Why 
not take it... why not call your Burroughs man now? 
Burroughs Adding Machine Company, Detroit 32, Mich 


A carriage that's all automatic— 


Carriage opens closes and 
forms are spaced by automatx 
Sensimatic control. All move 
ments are motor-driven for 
smooth operation. Transpar 
ent slip-proof form guides are 
easily moved, easily adapted 

give all-operation visibility 











A keyboard that's simple as ABC— 


All Sensimatic keyboards feature 
square keys with ‘Finger-tip Fit 

Key pressure is Scie ntifically cor 
rect for swiftand simple operation 
Keys and motor bar can be de 
pressed simultaneously for extra 
speed. Automatic functions can also 
be controlled from the keyboard 





A mechanism that thinks the job through— 


This “mechanical brain” sensing 
panel directs the Sensimatic through 
every figuring operation and car 
riage movement enables it to 
compute while in motion for greater 
speed. Any four jobs to a panel 
any number of panels to a machine 
—means unlimited versatility 








Now there are three! 


Sensimatic 300 with 11 wotals 
Sensimatic 200 with 5 torals 
Sensimaric 100 with 2 totals 
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shirts from the Custom Shop on 
Chicago's Michigan Avenue. This 
is a branch of the same concern 
with stores all over New York. 

When I left my order I ex- 
plained very carefully that I was 
leaving Chicago, so would they 
please mail the package to me at 
this address when the job was 
finished. Months later a post card 
arrived at the address—a_ full 
thousand miles distant from 
Chicago. “Your shirts are ready 
Please drop in some day this week 
and pick them up. Come early in 
the morning.” 

I wrote and explained that it 
was a little difficult to “drop in’ 
some morning. Would they please 
mail the package to me, just as I 

Very few offices ever have just one __ had requested, and just as was 

Steel Age Secretarial Desk! For the beautiful written down on the order? 
design, superb comfort and wonderful 
work-ease of the first one is a sound investment In the interest of truth it must 
in office efhciency well worth multiplying. Your be reported that the shirts were 

Steel Age dealer has helpful desk planning very satisfactory, and I will prob- 

information waiting for you. Call him! ably order more, as I have done 
atti , mua Corp. for many years at the Rockefeller 
vekd Midhverran center store in New York, but 
that “drop in some morning” post 
card rankles in my mind. Don't 
they think enough of my business 
to look at the address they send 
my stuff to? 

It is all right to cuss the help. 
It is perfectly natural to say, as 
so many of us do, “You can’t get 
a good day’s work from anybody 
these days.”’ But this is somewhat 

Z less than the truth. If you know 

Aande Eastly Collate how to instruct, to inspire, to en- 
courage, you can get a reason- 

3 500 ably good day’s work out of al- 
t] Sheets bu AKour most anyone. The big trouble, it 
seems to me, is that management 

is wearing a size-too-large blink- 
——— —__.§ jig ———— ers which prevent the necessary 
close, constant contact with what 
he happens between customer and 
a Evane clerk, correspondent, or salesman 
Now, one more evidence of man- 
agerial blinder-wearing. For some 

GATHERING years it has been permissible to 


smoke almost anywhere except at 


church. But America’s railroad 

RAC management is not aware of this 
I traveled from Kansas City to St 
neces Louis recently on a very nice 
Wabash streamliner. The signs in 
the cars read, “No smoking ex- 
$14.00 each. 7 other models, priced heaper with Evans GATHERING RACKS — mn rest re No smoking, 
; eh? Well, the airlines permit 











In thousands of large and small offices the 
Pictured! Two 6section DU Racks at tedious job of collating is done faster and 


$11.00 to $25 ‘ a i c 
Of holds 500 smoking. The beautiful Kiel Au- 


all aluminum each section 
sheets at inclined angle, for finger-tip collat ditorium in St. Louis is well 
GUARANTEED ng. Use any size paper. For large gatherings equipped with sand jars for the 
music lovers who want to smoke 
between acts. Hotels, offices, and 
quite a few other places have 
become reconciled to this business 
of sweeping up cigarette ashes 
cigar butts, and all the other gar- 
bage smokers leave in their wake 


to produce quicker and more accurate use two or more racks together. Worker sits 
results than any other collating aid on or stands, working rapidly without fatique 
the market Collating is done twice as fast and at half the 

ost of obsolete methods of gathering from 


See Your Dealer or Write piles spread on tables 


Evans Specialty Co., Inc. - 405 North Munford Street - Richmond 20, Virginia 
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But not the railroads. “Kindly do 
not smoke, except in rest rooms 

say the signs on another railroad 
the name of which I have happily 
forgotten 

Well do I know that permitting 
the paying customers to smoke in 
the body of cars will not rescue the 
railroads from the fate worse than 
death which seems destined for 
them, but the “kindly do not 
smoke” signs are reminiscent of 
an ancient era and another battle 
the railroads lost—no smoking in 
the diners. The railroads pomp- 
ously enforced this rule until the 
women of America took to smok- 
ing and just plain thumbed their 
pretty noses at the railroad man- 
agement and busted the ‘“‘no smok- 
ing”’ rule in diners. 

On a certain otherwise well-run 
railroad warning signs near switch 
tracks read, “Impaired Clear- 
ance.’’ What these signs intend to 
say is that a warehouse or other 
immovable object is so close to the 
tracks that a switchman riding the 
cars will be knocked to hell and 
gone. Why don't they change those 
signs to read “NO Clearance.” 
“Impaired Clearance,” my _ big 
toe. The guy who wrote that had 
impaired mental processes. 

Somebody should yank off the 
blinders railroad men wear~— get 
them off the crack trains, out of 
their private cars, and have them 
mingle with the customers—-and 
they may wake up in time to 
salvage a little business which the 
airlines have not already taken 
from them. 

These petty and minor 
tions are not important. But the 
smug, self-satisfied, high-and- 
mighty attitude which breeds them 
is important. It is fodder for all 
who scream hatred at business 
it is just evidence that manage- 
ment needs to snatch those 
blinders off and out and 
what is going on. 


irrita- 


get see 





The Rotation 
Method 


Continued from page 11 


New Jersey, one of Standard’s 
biggest companies, was a geologist 
He the position of chief 
geologist for Humble Oil and Re- 
fining Company. Had he insisted 
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You can copy documents 
of every type with your 
photocopy machine 


it doesn't matter if the 
original document is 
nontranslucent if 
it includes typed, 
drawn, written, or 
printed detail on 
both sides of the 
sheet 
Your photocopy ma- 
chine is designed for all- 
purpose service in your office . . . will give you photographically 
accurate and complete copies of any record—quickly, conveniently. 
And in 9 cases out of 10 at a mere fraction of the cost of transcribing a 
record manually . . . and proofreading it. Check 
your paper-work routines and you'll see 


For the best photocopies, use 
Kodagraph Contact Paper 


This new paper is made by Kodak for 
use in all types of contact photocopiers 
It reproduces all documents in dense 
photographic blacks, clean whites 

with new sparkle and legibility. And 

it’s easier, more economical to 
use—no more split-second timing 
or trial-and-error testing. Order it 


... and see for yourself 
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“TWO WEEKS 
BEFORE | GET MY 
BALANCE SHEET ?” 


his impatient employer of the year 


is up against a stone wall. His 


head bookkeeper is explaining that it 


a slow, tedious process to produce 
accurate statement of his business 

ich short notice 
entries were made by hand ir 
ind books. Sheets were not remov 
for posting; the whole book had 
handled each time an entry was 
one gi t i ime could 
n the book. Calculations were 
nental. Each girl had to have her 
figures checked, thus all operations 
took double time. Columns had to be 
added | several people to insure 
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PITY THE MAN... 


He had just been offered a block of 
merchandise at an interesting price, 
and had t 
a profitable deal for him, 


» decide by noon. It weuld be 
but he hesi 
tated to act because he was in the 
dark about the status of his business 


Had he ved today, how different 
could do the work of three 
and she could furnish him a statement 


One gir 


his business in an hour’s time. She 
vuld be using adding and bookkeep 
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on a continuation of his geological 
job, he might never have been 
made president of Humble, and 
then Standard of New Jersey 
While his training as a geologist 
is valuable even in his present ad 
ministrative job, sticking to his 
specialty would have kept him far 
down the ladder and deprived them 
of a corking good executive 

F. J. Ellis, vice president and 
sales manager of William Wrigley 
sr. ©o famed chewing gum 
manufacturer, was once controller 
of the company. He was both ag 
gressive and progressive. Unques- 
tionably, he had special training 
for the controller’s job, but when 
a vacancy occurred in the more 
important position of vice presi 
dent in charge of sales, Mr. Ellis 
accepted the bigger job, even 
though it meant turning his back 
on a vast amount of specialized 
skill and training for the position 
of controller. 

“This problem of finding execu- 
tive skills among a group of highly 
specialized technical men is baf- 
fling,”’ reports the president of a 
large manufacturer of heavy 


‘goods. ‘“‘We have mechanical, elec- 


trical, chemical, and many other 
types of engineers. Sometimes it 
seems as if the better the engineer, 
the less interested he is in over-all 
management problems. We find 
that engineering specialists are 
often uninterested in _ financial 
problems to the point where they 
actually express open disdain for 
those executives charged with fi- 
nancial management. What are you 
going to do with men like that?” 

There is no easy answer to the 
foregoing question. But it is the 
question facing many top execu- 
tives today: How to make general 
executives out of men with highly 
specialized skills and training. It 
is even more trying than that. In 
many cases the specialists are in- 
terested in no other phase of the 
business; they would prefer to 
change companies, rather than 
give up their specialties. Yet they 
are potentially excellent executives 
if their interest can be focused on 
executive problems 

Here are some of the current 
methods now employed 

1. The committee method. Put 
an engineer on a sales committee 
Let him attend all sales meetings 
and listen to the problems incident 
to running a sales or marketing 
department. Give him certain as- 
signments definitely 
specialty and hold him responsible 
for results. He may fuss and com- 


outside his 


plain that he is being forced to 


neglect his specialty, but in some 
cases he will come up with valu 
able contributions to the over-all 
good of the business 

2. Temporary assignments 
sign a specialist to the solutior 
an unusual problem. Jack & Heintz 
Precision Industries, Inc., did this 
and came up with broader execu 
tives and a whopping big cost cut. 
They organized an S.O.B. Commit- 
tee-——-lest you think that’s a lot of 
bad words, the initials stand for 
“Simplify or Bust." Two plants 
which the company owned and 
three it leased were disposed of 
Every department head in the or 
ganization was called up and ques 
tioned about his work. After the 
findings were carefully considered, 
some were told to lop off half 
the employees in their depart 
ments. Payrolls were slashed as 
much as $32,000 a month 

Lest you get the idea that any 
company can do this, remember 
that Jack & Heintz was a World 
War II baby with a _ fabulous 
record for spending money. Per- 
haps few other companies indulged 
in such wild extravagances 
hence the opportunity for training 
executives to cut costs existed here 
as at almost no other place. Yet 
every company is perhaps spend- 
ing a lot of money today which 
could be saved if a realistic ap- 
proach were taken and some sort 
of S.O.B. Committee set up with 
the dual purpose of training ex- 
ecutives to think as such, and of 
saving money. 

American Brake Shoe Company 
holds annual conferences for its 
plant executives around the coun- 
try. These sessions are not the 
ordinary company “conventions” 
where a good time is had by all. 
They are work sessions, with care- 
fully planned programs designed 
to improve each executive's know]- 
edge and skill and fit them for 
heavier responsibilities. 

An important offshoot of such 
a rotation policy is that in study- 
ing men for possible rotation, facts 
about each man’s peculiar train- 
ing, personality, and ambitions are 
discovered. In almost every organ- 
ization there are men in, say, the 
finance department, who long to 
be salesmen or sales executives. 
Or a salesman may be studying 
business administration and be 
anxious to get off the road into 
some administrative job. 

A survey of the experience, age 
training, special aptitudes, special 
studies, and job preferences makes 
it easier to avoid the situation 
where a valuable man might re- 
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| IBM 
Clectiic Typewriters 











With just the lightest touch of their fingertips your IBM, Dept. AM-1 


typists turn out beautiful work on IBM Electrics, 590 Madison Avenue, New York 22, N. Y. 


They're such easy typewriters to use. Please send illustrated folders on 


‘ , : “—— IBM Electric Typewriters 
Every job gets done faster, almost without effort . . . 
each is uniformly clear, distinctive, impressive. IBM 
Electric typing is strikingly different. 
No other typewriter is so saving of your typists’ time 


and energy—and your company’s money. 


INTERNATIONAL BUSINESS MACHINES 
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| WAS GOING TO TELL BILL HE HAD LOST THE ORDER 


When I walked into Bill's office to return his designs, I had just about 
decided to give the business to his competitor. While we talked I did 
some looking around. Pretty soon we were shaking hands on the 
contract and I felt I'd been smart to give the job to his company 

Afterwards, | asked myself: what sold me? 

The facts and figures were right of course—but the competition's 
quotations were right too. I believe what really clinched the deal was 
the atmosphere of Bill's office—the air of competence and efficiency 
It looked well organized like a place where a job would be done well 

Y and E” equipment is both attractive and efficient. It helps you 
sel] yourself get the order and get things done 
Y and E” offices are designed for success 


Also Makers of Quality Filing Systems and Supplies 
- ——E—_ 


; | - 
a > “ j 
—_ 


1M THE NATION 5 
At AQING OFFICES 


YAWHAR 0 Pane Mro©. tt 


1020 JAY STREET + ROCHESTER 3, N.Y.,U.S.A. 





The Dartnell Sales Manager’s Handbook 


Forty-eight sections—1,150 pages—covering every detail of 


operating a sales department. It will provide the answers to 
your questions on sales 
policy and sales super- 


vision. Price $10.00, 
plus postage 


THE DARTNELL CORPORATION 


4660 Ravenswood Avenve Chicago 40, Illinois 











sign rather than accept a transfer 
to another community 

One company, surveying its per 
sonnel above the level of foremen 
found that 42 per cent of its young 
executives and supervisors were 
pursuing some _ kind of outside 
study. They were going to night 
school, taking correspondence 
courses, attending clinics, and fol 
lowing rather well-planned home 
study courses of their own 

On the surface this looked ex 
tremely encouraging. But the com 
pany was shocked to discover that 
nearly half of the 42 per cent were 
preparing themselves for possible 
jobs with other companies. They 
were convinced these job oppor- 
tunities did not exist in their 
company. 

Such a condition might arise in 
any company where job oppor- 
tunities and lines of promotion 
or a promote-from-within policy 
have not been made clear to every 
employee. 

Obviously, nearly every com 
pany in the country has practiced 
job rotation to some extent; men 
have always been switched from 
job to job. But the plan works 
much better if it is carefully 
planned in advance to develop men 
and provide a backstop for every 
key job in the organization. A 
haphazard policy of job rotation 
based on current and immediate 
needs is not enough. To succeed 
a rotation policy must be an in 
tegral part of any company's ex 
ecutive development progran 





Parke Davis 
Salesmen 


Continued from page 15 


weak points. All correspondence 
between home-office men and field 
representatives is routed through 
the various branch managers, to 
keep them informed of the corre 
spondence from both ends 

The 2-week posting course at 
Detroit completes the basic sales 
training, but regional and intra- 
branch sales meetings are held at 
regular intervals. 

tegional sales conferences fo! 
the professional service representa- 
tives of several branches are also 
held. These are well attended by 
sales training men and executives 


from various departments 
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Overtime on 


EEDLESS overtime lowers profits, boosts costs 

and reduces clerical efficiency. It plays havoc 
with production schedules —does employee relations 
no good—and swells the loot of the Paperwork 
Pirate. 

\ large part of the paperwork in business is repeti- 
tive writing —names, numbers, codes, descriptions, 
dates—that must be written again and again in 
department after department. You can mechanize 
all this writing with Addressograph methods. 
Addressograph writing is 30 to 50 times faster than 


ordinary methods —gets jobs done in minutes instead 


your hands? 


of hours. And Addressograph writes without error, 
with perfect legibility. 

Now you can extend the long-recognized advan- 
tages of Addressograph methods to automatic 
printing and accumulation of figure data with new 
Addressograph Accounting models. 

Thousands of companies all over the country are 
getting overtime off their hands with Addressograph 
methods. Follow their lead to lowered clerical costs 
and top-flight paperwork efficiency. Call your local 
Addressograph office or write Addressograph-Multi- 
graph Corporation, Cleveland 17, Ohio—Simplified 
Business Methods. 


© 1962 A M Corp 


Addressagraph-Multigraph 


Production Machines for Business Records 


SERVING SMALL 
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How J& J Cut 
Clerical Errors 


CLEEN- SEAL 
master sets are siiilictait te 
new and different 


lied on the checkers to catch any 
mistakes. This move put the re- 
sponsibility for accuracy on the 
person doing the actual work 

New clerks seemed to make 
many errors. In checking this, the 
company found that newcomers 
had not been trained properly. In 
some cases they had been taught 
old-fashioned methods by older 
employees, because group leaders 
were too busy to train them. This 
discovery sold supervisors on the 
importance of training new work 
ers. Extra training courses, all on 
company time, acquainted new 
comers with the appearance and 
use of Johnson & Johnson's 640 
products. From the report, J & J 
estimated how much training was 
needed before errors would go 
down to “normal 


MODERN — " . Meanwhile conferences were 
‘continued with those who made 
spirit duplicating iene just to keep everyone 


alert. Although errors were cut 50 


calls for CLEEN-SEAL master sets per cent in less than a year, the 


drive to reduce errors continued 
J&J began studying which 





With any show of hands among typists and operators you people made the most errors. Dif 
ferent people doing the same job 
varied widely in the number of 
. : errors made. On one job, each of 
metallic surface coating plus edge-seal virtually imprisons six clerks handled about 2.000 


can see why CLEEN-SEAL master-sets and spirit carbons 
are voted first choice. That's because a new protective 


the carbon to guard against stains and smudges. orders a month. The job required 6 
You can have A. B. Dick CLEEN-SEAL master-sets and weeks’ training. A new clerk made 
eight errors a month, but she was 
still a trainee. One clerk made no 
errors, three each made 3 mis- 
green, blue, and black. takes, and an older employee made 
Send the coupon below for FREE samples and 14 errors. Because these errors 

more mformation without obligation. could not be related to speed or 

any other visible factor, J&J 

wanted a more positive means of 


A RB [) | C K selecting clerks to hire, promote 
P ; or transfer. 

Working with the personnel de- 

THE FIRST NAME IN DUPLICATING partment, Mr. Chase and his staff 

found that clerical accuracy tests 

combined with intelligence, prefer 

ence, personality, and _ physical 

A. B. DICK COMPANY, Dept. AB 552 tests assured reasonable success in 

ee: Cy Oy SENN Ors See selection. They learned that a per- 


spirit carbons in a variety of sizes for long, medium and 
short runs. There are five brilliant colors—purple, red, 


I'd like the FREE samples and more information about son with above-average intelli- 

A.B. Dick CLEEN-SEAL master-sets and spirit carbons gence would make a great many 

NAME POSITION mistakes on a monotonous job. A 
clerk with a lower I. Q. on a job 

OROAMZATION requiring decisions would also 
ADDRESS make excessive errors. Poor eye- 
sight would cause errors, even 


ZONE STATE 
though tests show a person to be 
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“Grand Rapids” Office Units 


++. convert crowded, noisy, inefficient, office 
areas into quiet, private offices 


INCREASE WORK SPACE 
L-shaped desks provide 50% more work space in less floor 
space. Formica top is cigarette proof, mar-proof and stain 
proot. 

MORE ACCESSIBLE STORAGE 
Finger-tip storage featured in secretarial desk and in optional 
bookcase. Drawer pedestals are also available 


LOW 


Secretarial Unit 


SOUNDEX PARTITIONS 
ANY SIZE OFFICE IN MINUTES 
Use with your present office furniture. Solid partitions for 
quiet privacy. Windowed partitions for observation. 


CUT DOWN OFFICE NOISE 
Sturdy SOUNDEX partitions absorb sound. Plastic glass 
panels admit restful light. 


SAVE FLOOR SPACE 
More people work comfortably in smaller area divided by 
SOUNDEX partitions. Quickly added to, re-arranged or 
moved. 


G. R. PRODUCTS, inc. annette 


51 


»s used with standard furniture 


May 1952 











A clerk 
commit 
some 


otherwise 
detail would 
Besides this 


satisfactory 
who dislikes 
many 
people are error-prone 

Studying the people who made 
the the total mis 
takes by about 50 per cent. At the 
the over-all program 
strengthened morale. Clerical 
now get job satis 
faction, and they are proud to be 
employed in the invoicing depart 
ment, They know management is 
proud of them. Turnover is low 
Everyone is trained to do two or 
three and is switched around 
to relieve the monotony or to break 


errors 


errors reduced 


time 


same 


workers more 


jobs 


bottleneck 


the lion's 
due to the 
order 


However 
share of the 
punched-card system of 
handling. Mr. J. W. Powell, acting 
manager of the office and customer 
service department, points out that 
24 people do the work formerly 
requiring 50 people, although the 
volume has increased by nearly 40 
cent. Here is how the system 


perhaps 


credit is 


per 
works 

1 Mailroom workers 
mail, open, time-stamp 
tribute it 

2. Order 
and counts 
man's name 
credit and invoice 


receive 
and dis- 
clerk 
assigns sales- 
any drop-ship sales 
number 


registry receives 


orders 


PUSH-BUTTON MULTIPLICATION 


rolls out the figures 
EASIER-SURER- FASTER 


GAGIER hHecause Marchant saves the 
operat at least one step in every 
nultig at probie 
SURER be 

American Ca 


the 


ve ying 

FasTER 

mecha Y speed 

ranging up t » those of 

any othe ; ator 

Since more than half of al! calculator 

work is multiplication, experienced office 

workers everywhere choose the calculator that 
multiplies easier, surer, faster. The 
Marchan! Man in your phone book will 
prove this by a demonstration in your 
office—cali him today 


pon with y business letterhead to get our tree 
) MODERN F RING METH f 
8 


HLUSTRATED BOOKLET A MARCHANT CALCULATORS [ ]} 


MARCHANT CALCULATING MACHINE COMPANY : 
2 


GAR. ANG @, CALIFORmIA A 


) 
PUSHBUTTON MULTIPLICATION | 
Merely enter muitipiicand inkey- | 


boa 


~ 


MARCHANT x 
aleulolords 


3. Clerk at header-set tubs pulls 
header cards for addressing order, 
controls credit limit, and sorts by 
price structure, according to kind 
of customer (wholesale druggist 
hospital, chain drug store, surgical 
supply house distributor, or dental 
supply distributor.) Blue card in 
file means unlimited credit; other 
wise order is referred to credit 
department. 

4. At detail-card tubs, clerk pulls 
product-and-quantity cards to fill 
order. 

5. “Decks” of cards for 25 to 30 
orders go to tabulating department 
by dumbwaiter. 

6. After orders are printed, a 
Burroughs operator adds all units 
on customer's original order. Total 
must agree with total number of 
units “thrown” by tabulating ma- 
chine. If these totals check, it can 
be assumed that all items on order 
are correct. Then the operator 
adds individual order totals and 
compares them with group total 
shown on IBM card, separates con 
tinuous form invoice top from 
bottom. 

7. Typist fills in drop-ship point 
customer order number, or cus 
tomer order date if no number is 
shown. 

8. Pre-invoice checker compares 
heading on printed invoice with 
customer's order, applies prepay- 
ment terms, removes shipping 
copy, and order 
censor in traffic section, places hold 
portion of invoice in folder with 
cards, and files in hold file by 
ledger number. 

9. Order censor converts 
units into shipping units, and ap- 
plies bill of lading classification 

10. Routing clerk applies rout- 
ing to order. 

11. Clerk recaps bill of lading 
classifications by number of cases 
and weights, totals and 
weights shown on recap sheet, 
totals cases and weights on ship- 
ping copy (two must agree), passes 
shipping copy and recap sheet to 
formswriter. 

12. IBM formswriter 
bill of lading. 

13. Stripper tears shipping copy 
to shipping department specifica- 
tions, posts orders and number of 
cases, posts every twenty-fifth or- 
der at random for order-process 
time control, time-stamps order 
and recap sheet, places order and 
bill of lading in pneumatic tube 
and them to the shipping 
department. 

After material is shipped, the in- 
voicing department receives ship- 
ping copies for sorting by ledger, 


passes it on to 


sales 


cases 


prepares 


sends 
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A few vears ago this was a great political trade mark— 
but it always has been the finest means for any busi- 
ness executive to find out exactly what is going 


on—and to make decisions with the facts obtained 
THERE IS AN 


ACME VISIBLE from his own records. Have an Acme system repre- 
SYSTEM FOR EVERY 
RECORD FOR EVERY 
BUSINESS 


sentative show vou how Acme Visible Record 


systems will help when you look at your records. 


ACME VISIBLE RECORDS, INC. 


GENERAL OFFICES: CROZET, VIRGINIA 


Representatives in Principal Cities 
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matches shipping re gt a the 


MODERN EFFICIENCY [ieee 
shipping copy for potin H ship 


° o.? . ment. Clerks remove accounts re 
with traditional styling ceivable and statistical copy from 
customer's set, accumulate cards 

covering items shipped, run tape 
totals on accounts receivable and 
imperial statistical « opies (two must agree) 

and complete billing control. Ac 

counts receivable copies go to a¢ 

counts receivable department for 

posting; statistical copies, cards 

LUXURIOUS and tapes go to tabulating depart 
WOOD OFFICE ment for tabulating check re- 


maining copies go to mailroom for 


DESKS mailing to customers and distribu 


tion to proper departments 
The charm and beauty of 18th Century styling expressed — E 


in Imperial s Windsor line are combined with time-saving 





work-saving features that make this group ideal for 
traditional’ offices 


In the Windsor line, you'll find all the ‘extras’ that make . 
Imperial the choice of office managers and executives Branch Office 
including recessed legs, space-saver typewriter com 


partment, dustproof underconstruction and all genuine 


walnut exteriors Continued from page 19 


Ask to see the Imperial line at your office equipment wars 
RITE FOR 
dealer's NOW! IMPERIAL’s operations. These were established 
“ORFICE PLAN - . 
NING GUIDE™— by analyzing 85,000 reports. From 


- 
® Comptocs with this, a set of performance stand- 
Bae es Ge Pa oor plan, furat 
ture cut-outs ards was established to check re- 
deco bh . rT 
pera phorus sults from each office. This pro 


d es bs com id a n Y nearest Sanpented cedure makes working out a 
EVANSVILLE 7 INDIANA ais remedy for any deviation in per 
formance relatively easy. It tells 
: ; each manager whether he is over- 
Many girls once beautiful, staffed or understaffed for the 

Are now just nervous wrecks volume of work he is producing 
Because they filed without the help and serves as an accurate yard- 

of OXFORD PENDAFLEX! stick by which each man’s work 

— can be judged. 

It should not be assumed that 
P ALS Retail Credit Company is attempt- 
. ing to operate a human organiza- 
tion on a machine-like basis. While 
there seems to be unusually strict 
control, none of the executives of 


Amazing New Method for Ss the company are ever permitted to 
ferget that their job is the develop- 

Making Graphic Charts Oxford ment of human ability by training, 
encouragement, and regular pro- 

Simpler e Quicker e¢ Better! motion. More than in most other 
PENDAFLEX large organizations, there is an 

pda acceler tec ead Agee pe aay ee atmosphere of relaxation, delibera- 


es, = HANGING FOLDERS tion, and calm leadership. Results 


CHARTPAR GSINGO 1 : are obtained by leadership, and 








Pee 
a sn FOLDERS HANG 7 not by driving. Performance stand- 


f curs rue! 
5 costs 5 


A Witte Ange » little typi sta ieee ards are strict, and there is a 


ree ' ‘aan § 20% never-ending effort to live up to 
pling FRAME ‘yon monet 4 } the standards required; but disci 
— jar ages ee ete Miata ebsigh FITS IN A pline is relaxed, friendly, and 
; ; FILE DRAWER soft-spoken 
In the third, and final, report 
on Retail Credit Company, we will 
show in detail how the home office 
functions, and how it maintains 
control of a large field organization 


scattered from one end of the 
OXFORD FILING SUPPLY CO., INC attere 
CHART-PAK, INC. Clinton Road. Garden City, N. Y country th the other and in 


104.Q LINCOLN AVENUE STAMFORD. CONNECTICUT foreign countries as well 


INSTANT REFERENCE 
TO EVERY FOLDER! 


pend me 
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Gmething New... 


a carbon copy that’s a PLEASURE TO READ!!! 


"Why sure...that’s a 


Remington Rand 


Easier-to-read copies made with 


Remington Rand Beautyrite carbon copy!’’ 
Save your vision, time and tem 
per. A new carbon formula 
assures even the last of many 
copies greater clarity and eye 
appeal. What's more, lightweight 
Beautyrite gives you a// the 





copies you need, in one typing! 

Economical, too. The carbon 
formula assures longer life... still 
more good copies per sheet! And 
the versatile Beautyrite line, 
with a wide range of finishes... 
“intense” to “hard”... fits it for 
any typing need. Medium and 
standard weights are available 
with the same writing quality 
and handling features. You just 
can't lose with Beautyrite! 


Your Beautyrite folder is wait- 
ing for you. Find out now how 
to “‘get all the copies you 
need and read all the copies 
you get!” 
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plays oot DUS TRH RELATT OI 


Personnel administration is 90 per cent common sense, according to H. Terry Oliver, per- 
sonnel director of Mount Sinai Hospital, New York City. ‘Let's put human relations on a 
horse-sense level... We have created phrases in the belief that unless we use big words, 


people won't think we're important.’ He takes issue with such terms as ‘‘indoctrination.” 


‘Introduction,’ Mr. Oliver believes, would be a better term to describe such activity 





Scholarships Are Given 
To Apprentice Grads 


Under a new company plan, gradu 
ates of The Warner & Swasey Co.'s 
apprenticeship program will receive 
2-year scholarships totaling up to 
$1,500 tuition and $1,000 expenses to 
complete their education at the col 
lege or university of their choice 
The big Cleveland machine tool 
manufacturer now has a 4-year ap 
prentice program which includes 
three night classes weekly at Fenn 
College located nearby. With credits 
accumulated at Fenn during the ap- 
prenticeship program, a 2-year col- 
lege period is sufficient to earn a 
degree, said a company spokesman 
Thus an apprentice can complete his 
apprenticeship, then continue his 

Scovill employee committee takes over blood donor job and gets it done night classes and receive his degree 


; : . . in a comparatively short time 
quickly and efficiently. All divisions of the main plant took part in the job : 
ne y P P | It is estimated that the company 


now spends $1,500 sending each ap- 
r prentice to Fenn College The addi- 
Scovill Employees Map Out Blood Drive Schedule tional college benefits now offered 
will bring the total spent on each 
When an unusual project must be divisions of the main plant met to qualified trainee up to $4,000. Vice 
handled in office o1 plant especially discuss the blood donor program President W. K failey, who super- 
a project not directly tied in with within the plant. Five resoiutions vises the program, said, “It’s money 
employees’ jobs one of the best ways were set up by this committee cover- well spent. It’s anticipated that this 
to get the job done is to let the em ing the amount to be donated, when plan will provide a broad basis for 
ployees do it. This is particularly and how it would be donated, and the development of leadership.” 
true if the project is related to the other details concerned with the pro- More than 600 men have completed 
national defense as was the recent motion of the project. A subcommit- Warner & Swasey apprenticeships 
t tee of employees worked with de since the company was founded in 


Se ee le 


——Ee 
aa ae 


plea for blood donors to augmer 

the military supply of plasma _ for partment foremen in distributing 1860. The most notable of these is 

the Armed Force pledge cards and reminders to Charles J. Stilwell, now president 
When the project got under way volunteers of W.@S8 

it the main pla: of the Scovill 

Manufacturing Company, Waterbury 


thr 


soe eunte plants wot an cathes Executives at Koppers Take Fast Reading Course 


Koppers Company, Ine., has inau- by the University of Pittsburgh 
gurated a rapid reading course A 15-week experimental course, 
which is expected to increase the recently completed, involved a 
reading ability, vocabulary, and the “pilot” class of 20 keymen from 
speed of comprehension of its execu- the general offices and Kobuta plant 
tives. The new course, under direc- of Koppers. Tests given before and 

the training section of the after the courses had been initiated 
relations department, will revealed a 28 per cent over-all gain 
by Dr. Donald Cleland, of in reading ability, vocabulary, speed 

, ; , bs 


l conducted and level of comprehension 


representing all » Rapid Readir Clinic 
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New Course Announced Be. 


+4 in organizatior 
For Executives separtmental 
A special 6-week program 


I 
ecutives being prepared f¢ i vironment affects 


lays economk 


administrative positions t lated organizations 
been announced by Dean the university 
Young of the Graduate lowed by discuss 
Business at Columbia t businessmen 
New York City. Thi rogram is 
f traini , Harrimar 


rhe courses 
Signed to furnish 
not easily acquired in normal bt 
ness operations or i ndard uni the program 
courses associate 

limited to 50, deals ministration 


arious technical of Business 


For Better Employee 
Relations 


Special Bulletins Tell Latest Company News 


Because the line of commu 
between management and labor has Safety and Service Award En 
become so vitally importar n blems help maintain employee 
goodwill and cooperation needed 


companies are ¢ ‘very 
in the current competitive era 


sible to get all the news wort}! 
ing in their employee paZit Meta! Arts emblems are of finest 
However, sometimes a story br quality and attractively priced 
too late for inclusion in the nex ie Let us suggest a distinctive de 
James D. Lyman, the editor f sign for your company 
Spruance Cellophane News, publis 
for employees of E. I. du Pont d Also Identification Badges, Plaques 
Athletic Medals 
Nemours & Co., Inc., has a special] 
of handling such items. He sees t Write for New Catalog 


Trophies, ete 


such items are immediately posted o 
the company's news bulletin boards. | METAL ARTS CO., Inc. 
Then when the next issue o I Dept. 15 Rochester 21, &. Y. 
magazine comes out it carries nv 
follow-up details on the story 
The bulletin board is also u 
to promote a picture story ina 
coming issue of the plant newspaper Do Your Employees Read 
This method of using the bulletir The Wrong Wiicla-titla-¥2 
board to keep hot news from getting 
the Employee relotions executives agree much of 











’ 


fort} 





Stale can do a good job of filling 
usual gap in communications Instead the literature employees reod distorts their 
thinking obout business. And literature distrib 


of destroying interest in future issue 
vied by the poyrol!l enclosure method is often 


A special news bulletin board is used of the magazine, the bulletin board 
‘ labeled “propagenda 


A Solution te the Problem—To meet the prob 
lem, N.8.B. is establishing Information Rock 


ter 
eres 


to give workers news while it is ‘‘hot’’ announcements stimulate ir 


Pretty Office Worker Wins Top Award oe a aa dae 
y p across the country. Through 
this method employees select 
A pretty little office worker t . literature on a voluntary bosis 
ney-Bowes, Inc., in Stamford, Cor Positive thinking is developed 
walked away with the top award for ‘ The free booklet, How to 
the year when she won $802 fe Strengthen Employee Relations 
suggestion. Then, to make a i With Informotion Rock Centers, 
thing better, she had another ] exploins how you may profit 
which earned $119 more, making : from this successful progrom 
total of $922. Author of the ’ Send for it todey 
idea which won the impressive sum of 
$802.44 was Martha Albin, emp! 
in branch accounts. Her sugges 
Audit branch cash reports once 
stead of twice a month! — _— 
The $119.92 was awarded for : = [eveny emmover SHOULD HAVE A COPY OF 


| "How to explain your 
| Pension Plan ” 


A 16 page booklet bosed on « 


THE NATIONAL RESEARCH BUREAU, INC. 
421 WN. Deorbern Street Chicage 10, Illinois 


; 


gesting that,the company pos 

men’s expenses weekly inst 
semimonthly. Twenty other 
awards were posted at the sar 
but only one for $188.28 came ; 
Miss Albin’s : employee information booklets 

Pitney-Bowes  suggestior systen eoding employe 
& worker emashed of records for superseness its best year in 1951, wit Charles D. Spencer & Associates 


22 per cent of all eligible emp 
’ “ww octeee Bed Cheege « 


office awards with $802 suggestion submitting at least one idea = pet 


Pubimhers EMPLOYER BENEFIT PLam @tvltW 
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Tew SVOVEMS .../ EUUIPIMEIT 


Now that we've about reached 1952's midway mark, it might pay to review the first half 








and see how it compares with what you hoped to accomplish. If your office operations 
haven't resolved themselves into the smooth-flowing mechanism you had planned, per- 


haps all you need is a new piece of equipment to give your willing workers a ‘‘lift"’ 





New Accounting Machine Has Four Complete ‘'Brains’’ 


LEXMIBIE new machine b bur © do four totally different account 


it s designed to meet the needs ng jobs. Machine prints while tabu- 


nt of America’s busine lating in either direction, and remem- 
unit in the carriage con rs s mar as 11 different totals 
machine's operations b N individual sections make repairs 
four complete brains ' s machine is adaptable to 
switch from one brair millions of Variations in programming 
different accounting ) ri the pattern of steel con- 
flicking a knob. One trol fingers in the control unit to 
be removed and suit any company’s requirements 

in entirel lifferent Burroughs Adding Machine Co 


snapped into positio Detroit 2. Mich 


New Machine Speeds Up 
Punched-Card Handling 


REMARKABLE new terfiling Re- 
producing Punch by Rem Rand will 
ompare two groups of cards; inte 
file all cards, all cards that match 
or all cards that do not match; seg 
regate those cards not to be inter- 
filed; and punch information from one 
set of cards to another Machine 
offers greater speed, accuracy and 
economy in handling production con 
trol reports, sales analysis 
customer billing nd accot 
cedures Two 
passin cards 
numbered 
suppressing the rep 
formatior from any 

the master card 
card, as well as numers 


portant teatures make 
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New Stapler Has 


Cam-Action 


powert 
powel 
foiders, m 


time 


ipler combine 

Verage wit! 
Weight, it takes up littl lesk space 
and has a rubber-cushioned base t 
protect desk o ipies 
inch to 9 16 
loaded from ei 
Designed for th 
stapler needs little attention and 
quires no tools to open. The He 
Co., 2153-F Superior Ave Clevel 
14. Ohio 


Electric Adding Machine 


Saves Space 


AVAILABLE in 8&-column_ totaling 
capacity, Underwood's new Model 
78-SP was designed to answer the 
need for a tape-running adding ma- 
chine having the ease of operation 
afforded by an electrically driven 
motor. Underwood Corp., One Park 


Ave New York 16 \ 
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Sian by smite sme J KEEN JUDGES OF INVESTMENTS 


Furmitere Mouse 


G&S Select Jackson Desks 


For this leader in the financial world greater office efficiency now. with your 
Jackson “Office Master’ Desks were oa capable Jackson Desk dealer. You may 
doubly logical choice (1) Their re find him temporarily short of desks, but 
strained but distinctive styling invites you'll never find a shortage of inter 
the confidence of discriminating clients ested cooperation 
(2) Mastercrafted for endurance, they 
stay handsomely serviceable long past 
the average “‘retirement age Add the 
extra comfort and work-speeding qual 
ities of these fine wood desks — and 
this installation totols up to a truly 
profitable investment. It typifies benefits 
you, too, can gain by planning for 


JASPER OFFICE FURNITURE CO. 


JAS PER, §tnN DIA WN A, uU. 


FREE GUIDE TO LOWER OFFICE COSTS! 
Helpful, informative — send today for 
your free copy and name of your Jack 
son Desk dealer. Write Dept. Al 


One girl with a Davidson 
will fold: 


500 statements in 5 minutes . 
1000 form letters in 9 minutes... 
6000 stapled forms in 60 minutes... 


That's why you'll seve plenty even though you hove very little folding work 
why your Davidson will quickly pay for itself even though you use it but one doy 
Le ee eaten folds 


Davidson 


FOLDING 
MACHINE 


Handles light and heavy paper up to 10” x 14” 
Want details? Write tedey for free booklet 


DAVIDSON CORPORATION 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1028-60 W. Adams Street, Chicago 7, Iilinois 








Harmon Elliott 


Talking 


About thirty-five years ago 


Stanley Burroughs and I played 


a nine-hole golf course at Bass 
River on Cape Cod, Massachu 


setts 


Ourtwo caddies were ten year 
old Cape Cod fishermen’s sons, 
and after the game they said we 
owed them each $1.25 for their 


nine holes’ work 


We told them that caddies 
around Boston got only 85 cents 
for eighteen holes, and we told 
them they would probably grow 
up and become pirates, but we 
paid them $1.25 each 


They left us at our automobile, 
but when they were about fifty 
feet away, one of them shouted 
back to us, “Gee whiz, Misters, 
you look old enough to know 
enough to make your bargains 
in advance.’ 


That ten year old caddie’s ad- 
vice has saved me many thou 
dollars, and our rule 
Agent 
must get two or more compet 


sands of 
that our Purchasing 


tive bids on all orders exceeding 
$1,000 has saved us hundreds of 
thousands of dollars. 


And Elliott competition has 
saved the buyers of addressing 
machines and address plates 
many millions of dollars. 


If you are “old enough to 
know” that competition is your 
only business friend and if you 
are still using metal address 
plates, you should let us send 
you our latest booklet entitled 
‘Stencil Addressing from 1852 
to 1952 


BE Wheres 


> Albany Street 


Cambridge 39, Mass. 


“siness TIPS 


The following literature is of special 
interest to executives active in busi 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 


booklets are completely exhausted 





21. HOW TO EXPLAIN YOUR 
PENSION PLAN This carefully 
compiled 16-page booklet 
specific examples of effective pension 
plan selling reprinted from The Em 
Benefit Plan Revieu This 
issued quarterly in con 


contains 


ployee 
magazine 
junction with a monthly news bul 
letin service, reviews the research 
done on pension and profit-sharing 
retirement plan booklets by its edi- 
tor, Charles D. Spencer. Any com- 
pany contemplating issuing an ex- 
planation of its pension plan to its 
employees will find this booklet of 
invaluable aid. Please request your 


copy direct] 


I y from the company 


522. SOUND SLIDEFILM GUIDE 
The new fifth edition of this booklet 
lists 1,000 titles of slidefilms avail- 
able on loan, by rental, or for sale 
on subjects such as personnel, safety 
maintenance, sales training, and en- 
tertainment. Booklet also gives a 
complete description of each film 
Copies sell for $1.00 


523. PRODUCE YOUR LISTS FROM 
FLEXOPRINT. Dealing with a new 
method of preparing directories 
indexes, price lists, and 
parts lists, this 6-page brochure 
describes the use of Flexoprint, an- 
other Rem Rand aid to management 
The two-color pamphlet’s  attrac- 
tively designed pages take you 
through the steps necessary to as 
semble an original and make a photo- 
copy negative such as was used to 
print this folder by the offset pro 
cess. The booklet, KD 610, pin-points 
Flexoprints many advantages of 


speed, low cost, and ease of operatior 


catalogs 


524. WHAT IS A WATCH? This 
unique ring-bound booklet, originally 
intended for use in Elgin’s retail 
sales training program, is now being 
made available to the trade generally 


book is indexed for easy refer 


ence, and contains simple word-and 
picture answers to practical Vers 
question that might be asked about 


the construction and operation 


case construct 
numerais, how 


1insprings 


ecutive 
brochure 
ber 


illustrate 


styles 


26. G-E WORK CENTER PLAN 
FOR WATER COOLER PLACI 
MENT. The results of an extensive 
study of the drinking 
ments of industrial plants and offices 
published in this pamphlet may save 
you payroll dollars by cutting wasted 
man-hours spent in trips to the water 
cooler, It contains sample floor plans 
for proper placement of water cool 
ers, and a five-step method for an- 
alyzing the drinking water require 
ments of any work center. Offered 
without charge to industrial and 
office executives this booklet will 
tell you in a very few minutes 
whether one or more water coolers 
are required for any area in a busi 
ness establishment 


water require 


927. FIFTY WAYS TO CUT COSTS 
AND INCREASE OFFICE EFFI- 
CIENCY. In a tightly packed 14-page 
pamphlet, Watts Co. shows 50 ways 
the use of its business forms and 
devices can save you money. In- 
cluded in the subjects treated are 
snap-apart forms, withholding state- 
ments and related tax forms, corre- 
spondence expediters, a payroll tax 
computer, blank snap sets 
passes, and continuous forms. Ask for 
Form 3547 when 


visitors 


requesting copies 


528. DON’T PUT HIM ON YOUR 
PAYROLL. A comprehensive 8-page 
folder on money protection is being 
offered by Diebold, Inc. This attrac- 
tive two-color folder features pro 
tection equipment for use wherever 
bulk cash is handled, especially 
pointing out its importance at the 
retail level. The inside front pages 
give specifications on all standard 
Cashgard Chests, ending with the 
newest addition to the line—the 
Super-Market Cashgard, 
especially for large retail business 
concerns. The inside back 
plays up Cashgard benefits and the 
variety of models available. The back 
cover explains savings in insurance 
premiums possible through the use 
of Cashgard proved protection. The 
as been designed so the out 


designed 


cover 


catalog h 
side pages may be used as a separate 
piece of promotional literature 
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929. SPEE-DEE OUTFIT BULLE 
TIN 121. This colorful brochure il- 
juStrates and describes economical 


Sueniae aiiweneianiie: oxaieh than When selecting a manufacturer of 
make it quick and easy for anyone 

to produce sharp, clear, easy-to-read ‘ 

black, blue, maroon, or sepia line BUSI N ESS FORM S 

positive prints by the moist-diazo ' Antes 
(semi-dry) or the ammonia-fume 

dry) method. It also gives helpful 

tacts about the whiteprinting process ? 
and important suggestions about ou CHOICE 
printing and developing for speed RN Y e 


economy, and utility 


, \ 
5210. NEW POSTAL RATES AND /. 9 ¢J4,1 44444 


INFORMATION A comprehensive 


chart of new podial faten and, in 2, FACILITIES 


formation, complete with all recent 

changes, is being offered by Pitney 

Bowes. Chart is printed in three 3 SPECIALIZATIO 
colors on stiff card stock. It fold | e 

for desk use, and opens up 

12- by 18-inch wall chart for the 

mail desk or shipping room. Parcel 

post zone map is printed on the back 

of the chart 


“See re) All relevant factors for judging the qualifi 
r f a business forms manufacturer 


can be boiled down to Experience, Facilities, 


/ 


MP, 
| / Specialization and Service. They are used 
i by buyers of business forms to evaluate the 
f manufacturing know-how of potential 
ipphers. Here is how Autographic Register 


s 
Company measures up to these points 


Requests for these booklets may be 
sent direct to the companies listed e EXPERIENCE Autographic has manufactured business forms for 69 


years. The thousands of users currently served include every type 





° . * 
of business and governmental division 


The Employee Benefit Plan 
Review 166 W Jackson 
ee + I P te FACILITIES Autographic has the most up-to-date equipment for print 
sive licago l 
ing, numbering, perforating, punching, interleaving, folding and 
DuKane Corporation, Depart- collating continuous business forms—including multi-purpose ma 
ment AB-121 St Charles chines that combine several operations. A new factory with 136,000 


Il! square feet of manufacturing floor space is under construction 


Remington Rand _ Inc 315 
Fourth Ave., New York 10 ¥ SPECIALIZATION Autographic has specialized for many years in 
n. F the design and manufacture of continuous forms, with or without 
Elgin National Watch Co.. Pub carbons, for all types of office machines. This concentration of effort 
igh swational aten « - 
lic Relations Department 
Elgin. Il duce workable business forms. It is your assurance that form 


has developed manufacturing know-how that enables us to pr 


»xroduced for you will pérform satisfactorily in their end use 
if 


Executive Furniture Guild 


Sifth EF : sibit ldg 

att Seonie & Shen see v SERVICE Autographic representatives are qualified to interpret cus 

tomers’ form requirements and to give technical assistance to 

General Electric Air Condition- methods and operating departments in the application and design 
ing Division, Bloomfield of continuous forms 


N. J 


. 7 
Alfred Allen Watts Co., Ine 
216 William St., New Yort 
the BUSINESS FORMS 
Diebold, Inc., Canton 2, Ohio 


pianos AUTOGRAPHIC REGISTER COMPANY 
Peck & Harvey. 5736 N. West- = 213 7th Street, Hoboken, New Jersey 
ern Ave., Chicago 45, Ill ’ o—— ; . = 


5210. Pitnev-Bowes, Inc., Public Re- 


lations Department, Stam- 
ford, Conn 
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MEW BOOKS ste - 


Quickly shreds newspapers, magazines 
waste paper tissue elophane r 
jated cartons, wax paper, et int rm 

siuent strands ideal for packing pur 
poses. Especially adapted to 


wo00oD SHELVING BI BUSIN METHO t onfidential records, blueprints, et 
{ MAI BI NI - ii ) mitting the return of! this high-grade 
4 ne ' ‘ vith the a tar of ! i omp econo safe. AM revolving parts 
~ \ “pieces elit 4 , aaa coveres . djustable. Shreds ',” 1 
a we es , ‘ signed for co vous and trouble-free 
NO NAILS-NO SCREWS 
Set it up without tools 





to the paper mulis, for re-use 


Learn all about this sturdy 
eamly erected economical 
shelving for permanent re 
ord storage 


Completely prefabricated of 


just a few 
REPEAT USERS: with factory applied metal in 
Aluminum Co terlocking bracketa| Measures 


of America . 
6° «4 


precmmon cut Ponderosa pine 


* « 24". Each of six \ a . 
s irik ! t y Insurance 


shelves are adjustable 1’ up or 
! : ‘ ysten ' profit 
Corporation cows 
Halliburton Extension units lock to ‘ rm 
Oil Welt starter unit making infinite Thu } nform mn i he book 
CementingCo. | linear shelving or back-to-back . : , 
| » ' " ) nucn I sé re I 


Pertect Circle island shelving 
Corporation rY \ rimer t ng companies FREE TRIAL 
poratio CLIP THIS AD TO YOUR LETTERHEAD n | man witl i small business Operate a SHRED ALL 36 days. if 
} 


ee Stotes for detaila and the name of 
bbe ! ‘ nfl Nege ' 5 
vbber Co your local dealer should fin ny helpful suggestions not satisfied—return—owe nothing. 

I m behind the book 


BANKERS BOX COMPANY ives a professor and @ Dusiness- UNIVERSAL SHREDDER COMPANY 


Record Retention Specialists Since 1918 ain vober hoizman adjunct 
720 S$. Dearborn St. © Chicago 5, iil. ro of nance at New York SAGINAW, MICHIGAN 








\. Kip Livingston 
the Rainford Manu- 


ne. First Edi- “ 
Meee Save Zine uth 


Y. 307 pages 


, | er 
Kete- Line 
I ABOUT RETIRE- 
‘ paperbound olume r . E 
of a survey in which 
six large Cleve- 
I I nies Were inter 
iewed het vere 483 men inter- 
viewed nd they ve been retired 
from industry from o 5 vears 
Many preconce 
tirement have 
inswers fou 
example m 
hobbies appa 
those who 
hobby roduc problem ‘ 
ees eon: Dod | | ee COPYHOLDER 
Promotes Accuracy * Increases Production 


Saves Eyestrain + Portable 


Wb. « 
PLUS TAX 


' WASSELL ORGANIZATION, INC. ae ae ee ee any AS 
WESTPORT 8, py tengenrengetd eae 2 ata aii 15 inch eye guide extension — $1.25 
i like SigNalok data a f a < ae ; : 7 ; . . 20 inch eye guide extension — $1.50 


“ Selt Lock 











‘ : 
NAME 
Pp ter HSCUSS cl hing FREE TRIAL OFFER — Write asking us to send you 
— ; Perse ; o RITE-LINE COPYHOLDER with the understanding thot 
, , tli din you may return it without charge within ten days 


“Four WASSELL EXCLUSIVES ects. Published by Special Surveys, | S0¥6-80008 CORP. t08-1seeenn 


PRODUC-TROL ROTOR-FILE ildhall ; Seed 3 
INSTALVELOPE SIGNALOK ; -LINE copyrwHotper 
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WHERE TO BUY IT 


Business Forms 








SAVE UP TO 40%—OF YOUR 
BUSINESS FORMS PRINTING COSTS 
wih te © & G PLAN 


Write for full detads codey! 
Cullom & Ghertner Co. 





Duplication Systems 








Executives Wanted 





SALARIED Posirians 


$3.500 te 855.000 





Business Booklets 








Howe TO) BRITE BETTER TETTERS 


by I ft Prasles 


THE DARTNELE CORPORATION 


1660 Ravenswood Avenue. (hice “ 





SERVICES and SUPPLIES 





Steel Guide Tabs 
Are Your Guide Tabs 
BROK| 





UnbBreskabie spring jews 


Large openings 
insertable labets 


2 Sizes 
Seid by best stationers 


Samples (5 of less) 2 cents each 


CHAS. C. SMITH, Mfr., Box 665, Exeter, Nebr. 








Cover Design 
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Page 18 
Page 57 
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B* 1950 standards, business isn’t good. But 

it is still 15 per cent better than it was at 
this time in 1949, and 100 per cent better than 
some pessimistic souls predicted it would be 
The steel seizure plus the ce pre ssing effect of 
excess-profits taxes on business earnings have 
taken a good deal of the zip out of the stock 
market, and there is a tendeney in some quar 
ters to curtail expenses in anticipation of ar 
election vear recession. As one corporation 
president put it: “It is better to make a mis 
take, than to be caught out on a limb when 
prices start to slide and markets dry up ” No 
one will deny that the outlook is not as clear 
as we would like. There are far too many “it’s” 
in the picture. And those of us who got trapped 
in the price collapse of the early thirties know 
only too well the cost of blind optimism. But 
one of the things that could touch off a reces 
Sion would be for busine ssincn, as Wwe 1] as Con 
sumers, to get the jitters and stop spending, 
or, what is worse, to start chiseling sellers. It 
may be smart to be thrifty, but it is anything 
but smart to hammer prices down at a time 
going up. Falling prices have a 


way of feeding on falling prices, and with 


when costs are 


huvers in their present mood, it does not take 
much to give them the price jitters. No on 
can sav for sure what is going to happen in 
the next G6 months. But this we all know: Most 
of the uleers we get come from worrving 
about what might happen. It is very seldom, 
indeed, that the things we fear, do happen. And 
itis still good advice not to sell America short 


The New Business Leader 


Perhaps vou have been wondering what is 
wrong with business these davs. Well, accord 
ing to David Riesman, Professor of Social 
Science at the University of Chicago, whose 
recent book, The Lonely Crovd, has aroused a 
vood deal of interest, one trouble is the chang 
rage ype rsonality of out lyursinne ss ke ack rs. The 
businessman of the world that Adam Smith 
knew relied upon individual initiative and 
thrift to attain his woal. Tle knew where he 
was going, and had a rugged idea of how he 
was going to get there. Then the pendulum 
swung the other way. The now emerging type 
of executive depends for his success upon his 
relations with other people. Tle works through 


64 


committees. He is concerned about what others 
think about him and his business. He steers 
“not by a gyroscope, but by radar that flickers 
through the skies searching for navigation 
clues from the environment.” Too much rugged 
individualism in business could conceivably 
wreck our economy, but too little could carry 
us down the road to a controlled economy. Per- 
haps the good profe ssor has a point. 


Where Ike Stands 


Businessmen are taking a very real interest 
in the forthcoming elections after what hap- 
pened on the radio the other evening. Fortu- 
nately there are enough rational-minded candi- 
dates in sight to give us hope that during the 
next 4 vears we might have in the White House 
an executive who does not re gard all business- 
men as s.o.b.’s. The important thing is to make 
sure that qualified men on both sides are 
nominated. In the Republican camp either 
Taft or Eisenhower would give business and 
businessmen at least an even shake. And the 
Democrats—unless Harry decides to be 
drafted for the good of the party, as he did 
once before—-have Stevenson and Harriman, 
both good men. Middle Western businessmen 
shy away from Eisenhower because they don't 
know whe re he stands on economic issues Con- 
fronting the country that might become of vital 
importance, regardless of which party wins the 
election. We do not share these doubts. Over 
the past several vears, and at a cost of many 
thousands of dollars, the Committee for Feco- 
nomic Development (see AB, January 1943, 
pages 7 and 16), founded by Paul Hoffman, 
who resigned as president of the Ford Founda- 
tion to help steer Ike's preconvention cam- 
paign, has developed a sound economic pro- 
vram for the United States. It is neither right 
nor left. It has the support of labor and agri- 
culture as well as business. It is based upon 
painstaking objective research without politi- 
cal bias. If any businessman wants to know 
where the General stands on economic ques- 
tions affecting business, all he needs to do is 
write the Committee for Economic Develop- 
ment in New York for appropriate publica- 
tions. He will quickly find out where C. EF. D. 
stands, and we suspect that will be just about 


cf a S 


where Ike stands. 
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Makes 
PHOTOCOPIES 
of anything 


instantly! 
a 


: 0 
New, low-cost machine makes THE Apéco 


photo-exact copies from original 
letters, forms, bids, contracts, in- _ 
voices, reports, blueprints—right 
4 . 
Al ECTR FULLY AUTOMAT 


“ 


in your own office. 
Li tlt ra U oy vw 


Here is the first major advancement in office 


\ 
copying in the last 15 years. Can save you up NEW! eee compact” 
to 80% on your copying jobs! Eliminate costly Nothing else like it! juan 

. 


retyping, hand copying, checking or sending & 
outside for expensive copying service. The So low cost! Portable! 


Auto-Stat is the first low-cost machine that Fits on a corner of any desk—priced 
within the budget ot the smallest 
ke . : company It's portable—just plug in 
and white photo-like copies—WITHC UT SLOW, any outlet—and the Auto-Stat is ready 


MESSY DEVELOPING, FIXING, WASHING OR for instant operation 
DRYING. It's fast—only 2 simple steps instead No developing No fixing 
of 12 required by old methods. Makes prints . . 
No washing No drying 
No installation No fumes 


—and any inexperienced clerk can operate it! Developed and manufactured in the 
j tL. S. A. by the American Photocopy 


makes error-proof, legally acceptable, black 


instantly from any originals—whether printed 


on one or two sides. Requires no dark room 


Equipment Company 


Pictures and tells | American Photocopy Equipment Co 

92851 North Clark Street, Chicago 14 
Please Rush me without oblidatior FREE 
copy of your new book on Auto-Stat—witt 


complete Auto- Stat 
story—shows you 
how you can use 
this revolutionary 
new photo-copy 
method. Send for 
your free copy to 
day! 


full details on tt new photocopy method 


Name 
Firm 
Representatives in every principal city Address 
AMERICAN PHOTOCOPY EQUIPMENT CO. 
2851 NORTH CLARK STREET + CHICAGO 14, LL. Le 


City Zone State 





An exclusive feature of Underwood Elliott Fisher You can complete all related records 
models...the Flat Writing Surface permits inserting in @ single operation on this versatile 


forms as easily as placing papers on your desk all-purpose accounting machine. 


On this SINGLE machine 





you post ALL applications 


Post all related records simultaneously, as fast as you can write, 
all-purpose machine...whatever your application. ..re- 


gardless of stvle, size or arrangement of the forms you use. 


Billing 
Postings are made on a completely electrified Single Typing 
Keyboard, by the “touch” method. Only 10 numeral keys handle 


Accounts Receivable 


all figure work. Balances and column totals...as many as 30.. 


e Accounts Payable ave competed autenationliy. 


Carbon paper handling is no problem, because the Roll Carbon 
Payroll Pape r feature completely eliminates handling loose shee 
Learn how this all-purpose Underwood Elliott Fisher Electric 
Accounting Machine will do your work in the way you want it 
con ple te In ever) ‘tail and certified cor- 


ting probl ms. 


TAKE THIS FIRST STEP NOW—MAIL COUPON 
UNDERWOOD | 


Underwood Corporation, One Park Avenue, New York 16, WN. Y. 


Underwood Corporation 


Account ng Machines... Addir g Machines id 


lease ser ‘ i ate erature and fu nf 


Underwood I Fisher Accounting Mac 


Typewriters...Carbon Paper... Ribbons 
One Park Avenue, New York 16, N.Y. 
I nderwood Lim ted, Toror to 1, Car 


Sales and Service Everywhe 





